Using Distributed Administration

Document Issue: 1.0

C rBORG

SSSSSSS —




Document Issue Status: First Release

Document Issue Level: 1.0
Document Issue Date: June 2002
Software Version: 5.0
Copyright Notice

Copyright® 2002 by Cyborg Systems Inc. All rights reserved.

No part of this publication may be copied or distributed, transmitted, stored in a retrieval system or translated into
any human or computer language in any form or by any means, electronic, mechanical, magnetic, manual or
otherwise, or disclosed to third parties without the express written permission of Cyborg Systems, Inc.

Disclaimer

This document relates to the current published version of the product. Every effort has been made to supply
complete and accurate information. However, all information found herein is subject to change without
notice and Cyborg Systems, Inc. shall not be held accountable for any subsequent changes or
modifications made to the contents of this document.

All information contained herein is as accurate as is humanly possible. If any statement is unclear,
please contact Customer Support for clarification. No statement is intended to be vague or misleading.

Trademarks

Cyborg Systems® and The Solution Series®
are registered trademarks of Cyborg Systems, Inc.

eCyborg™ and The ASP Solution™ are trademarks of Cyborg Systems, Inc.

All other names are trademarks or registered trademarks of their respective owners.

T he
Solutior
Series cyborg

Cyborg Systems, Inc., Suite 1700, 120 South Riverside Plaza, Chicago, Illinois 60606-3911



Contents

Contents

Part 1 1
Introduction 1
Chapter 1 3
ADOUL ThiS MANUAL ........oviiiiiiic et e e e e e e et e e e et e e eeenneeeeennnes 3

Chapter 2 9
Overview of Using Distributed AdminiStration ............c.coeeeieieienienienie e 9

TOEEOMUCTION ...ttt e e et e e et e e e ea et e e et e e s saaeeessateeeeenneeeesnnneeas 10

The purpose of Distributed AdmMINIStration ..........c.coveeevieiiiiereerieeieere e esre e eenens 11

Distributed Administration—what it dOES ........ccoviiiiiiiiiicieieeeeeeeeeee e 12

TOPOLOZICS ..eenvienieetieiit ettt e ettt et et e et e eteeste e beesbeesbesatesaeeseesseesseassaassesseenseesseessasssesseessnanns 14

Dynamic data ShATINE .......cceeeuiriiiieiieieeie ettt ettt te e b e eesbesseesaeesseesseensessnens 17

Replication versus diStribULION ..........cueeverieriieiieieeieeeesie e ete et ae e sere e saeeaeenne e 18

Data types that can be replicated and distributed.............ccoeeveeieiieriienieece e 19

EXtENAEA PIACICE .....veeieeeeiee et e e et e e eenaeeeenneens 20

Review of QUEStioNS ANSWETEA..........eeevieiiieeiieeiieeie et eeteeeiteesveesire e beeebe e sbeetaeeseaeeneeas 22

Part 2 23
Setup and Usage 23
Chapter 3 25
Planning for Distributed Administration on your NetWork...........cccoeeveeverieriierieeienieneeneeee e 25

T8 06 18 o1 5o o NPT 26

System administration taSKS..........ceoeeoueiierieiiee et 27

OWNETSHIP OF AALA....ceeieiiiiee ettt 28

Location Naming CONVENTIONS ......c..ueiuieruiereeereeeieeteerteenteeteeseeeseesseesseeseensesseesseesseenseeneesneenns 29

SeCUrity CONSIACTALIONS ....e.veeueeueeteetietiett ettt ete et e bttt se e et e e e st e s te s et ebe et eneessesseetesaesseeneenean 30

DEtailed DIIECTIONS ....ceiiueeiiiieiiie ettt ettt e e et e e et e e e eetaeeeessaseeseaaeeessneeessenaeeessnnaeeas 31

)5 =) 0T [T I &0 1ol T IR 37




Using Distributed Administration

Review of QUestions ANSWETEA........ccvieeuiiiiiiieiiieeciieeiie ettt et ereesreeereesveeeereesveesasee e

Chapter 4

Configuring a Distributed LOCAtION .......cc.eiuiiieiiiieieieee ettt
TNEEOAUCTION ..ttt ettt et b e e b e s te e s teebeesbeeaseesa e seesbeenseessessneneas
DIStIIDULION TUIES ...ttt ettt te et b eaaeste e beesbeesseessesraeneas
Dual roles: each node is a source and a target DL .........ccocceviiiieniieciiciieeceeeeeee e
SECUITEY .t euveeuteeeteetteeteet e et e et e e testeeste e beesseessesseesseeseenseesseesseassesssesseesseessesssesssesssesseenseensanns
Detailed DITECLIONS ... .ccveevieieeieiieiteete ettt eteesteeteebeebeseaesteesseesseessesseesseesseesseessesssesseenses
EXteNded PraCtiCe ......covvieiieiieieiieeieric ettt sttt et st e et eenteenaeenaenneas
Review of QUEStions ANSWETEA........ccvieeuiiiiiiieiiieeciieeieeeeteeeree et e et eereeereesveeereesveesasee e

Chapter 5

Performing Distributed Administration OPErations...........ccerueruererterieienieriene et eeeeeeeeeee e seeees
IIETOAUCTION <.ttt e ettt et et et be bt ebeeneeneeeeneas
Data diStITDULION .....eeeeeieieiee ettt ettt st ettt e e e se e be bt ebeeseeneenaeneeneas
DIAtA TECEPLION. .. .ievveeietieieete e ete st et et et e et este e beesbeesbeesaesseesseesseessesssessseseesseesseessensaensens
Data aPPIICALION......cuieiieeieeieriieieete e ete et ste et et e e b e et e steesbeesbeesbessaessaesseeseesseesseessenseensens
PayrOl] IMPACT......c.eeiiiiiieieeiecie ettt ettt ettt e s te e te e beesbessaesseesseesseesseesseesaensaeseas
COILISION ETTOTS «..eveeveiteiientetente ettt ettt et st st be bt eat et e e st e st s bt sbeebe et ea b et esaesbesbeebeeaeenseneens
Record 18n@th ©ITOTS ......eevieiieie ettt et e st et e e enaesneas
Data retention in FILEOS ........ccccoiiiiiiiiiiiiiireeect ettt
Summary of Distributed Administration Programs ...........c.ccceeeeereereereeeieneeneeseeeeeeeeneeens
Detailed DIT@CLIONS .....cveeeeeieeiie ettt ettt ettt et et e te e ee et esaeeste et e eneeeneesneensean
EXteNded PractiCe ......cooueeuiiiiiieiieiiecet ettt
Review of QUEStIONS ANSWETEM........ccuviiruieiiiieeitieeitieeieeeteeeieeeieeeteesteeebeesbeesseessseesnseeses

Part 3

Appendices

Appendix A

Report QUick REfETENCE. .......ocuiiiiiieieie ettt sneas
INETOAUCTION ..ottt ettt ettt ettt eb e enes

Appendix B

Program QUICK REfEreNCEe........couviiiiiiieiiciceieeeee ettt e ee et esseenees

i

39

39
40
41
Y3
43
44
53
54

55

55
56
57
58
59
60
61
62
63
64
65
73
75

7
77

79

79
80

91



Contents

Appendix C

INtrOAUCTION ...

Appendix D

Practice and Review Answers
Overview of Using Distributed Administration............cccccceveruennene.
Planning for Distributed Administration on your Network
Configuring a Distributed Location..........c.cccceveereevieecieecienienieenens
Performing Distributed Administration Operations...............cccueue...

Index

Messages and Troubleshooting
INErOdUCHION ..o
Selected FILEO8 Display (DS8SEL) ......ccccceevieiiieieeiieieeeieeee e

Distributed Location NODE Control Table (DSNODE)

Distributed Access Log Table (DSRULE)........ccccoceviiinieieieenne
Distribution Rules Table (DSRF02) ........cccoovevieniieiieieeieeeereenns
Replication Management (DSCLO8) ........cccccvvierienieniieiieieeieiens
Replication Application (DSAPLY) ....ccovveiiviiirieiieieeiecieeieieeies
Packetizer (DSPACK) ......ccvoviieiieiieieeiecteceee et
Replication Distribution (DSTRIB).......cccccveviieiiriirieieieeieeieieane
Replication Reception (DSRECV) .....oooviiiiiiiiiiieeceeeeee e
Glossary of Terms

i






Part 1—Introduction

PART 1

Introduction

In This Section

About This Manual..........ccccevirinininiiiiiincceeeese e 3
Overview of Using Distributed Administration............cccccecevverenvenieceecnenenes 9







Chapter 1—About This Manual

CHAPTER 1

About This Manual

Welcome

This manual is intended to be used to introduce, as well as implement Distributed
Administration. Distributed Administration is used in conjunction with The Solution Series.
It provides a mechanism for ensuring accurate collection and maintenance of expansive
employee data.

This manual has been designed as a reference document. It is also used in classroom
training. You will find sufficient detail for self-study, before and after classroom training.

Who should use this manual?

This manual is designed to be used by a number of different users. The following users will
find it most useful:

B System administrators
This type of user is involved in the technical tasks required to support the ongoing
usage of The Solution Series. These technical tasks include setting up test and
production environments and applying code changes.

B Implementation project leaders
Because the success of Distributed Administration relies on thorough planning, as well
as the careful rollout on the different network nodes, implementation project leaders
should pay special attention to Planning for Distributed Administration on your
Network.

Prerequisite skills

Users of this manual should possess a variety of technical skills, depending on the roles
they will play. At a minimum, all users should have:
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Thorough understanding of the control language for your environment
Familiarity with jobstreams

Understanding of system backup and recovery

Authority to compile and link production programs

Additional documentation and training courses

The following documentation and training courses are available from Cyborg Systems to
help you understand Distributed Administration and The Solution Series.

Documentation
Document Description

Technical Administration Provides descriptions of and detailed instructions
for performing the technical tasks that support
The Solution Series from the moment installation
is complete, through implementation, and
through ongoing production administration.

If you do not have a copy of this document, you can obtain one from Customer Support.

Training Courses
Related Course Description

Technical Administration Important concepts and tasks are introduced for
the technical user performing the technical tasks
that support The Solution Series, as well as the
technical user performing payroll operations.

If you wish to attend any of these courses, contact Customer Support or visit our website
www.Cyborg.com for details of course dates and availability.

How this manual is organized

This manual has been organized to make it as easy to use as possible. The chapters are
grouped accordingly into the following parts:

Part Chapters Description

1. Introduction 1-2 Provides an overview of the manual and of
Distributed Administration.

2. Setup and 3-5 Discusses related concepts and provides detailed

Usage instructions for Distributed Administration
procedures.

3. Appendices A-D Provides descriptions of all Distributed

Administration reports, a program quick
reference, and the answers to the questions
posed at the beginning of each chapter.

Following are descriptions of the chapters within the parts:
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Part 1: Introduction
The chapters in Part 1 describe this manual and provide an overview of Distributed
Administration:

Read this chapter

To learn about

Distributed
Administration

1 About This Manual How the manual is organized
Where to find what you are looking for
Who should use the manual
Where to get help

2 Overview of Using Data replication and distribution

Components of Distributed Administration
Benefits of Distributed Administration

Peer-to-peer, hierarchical, and server data
distribution topologies

Part 2: Setup and Usage
The chapters in Part 2 describe how to plan for, configure, and maintain Distributed
Administration:

Read this chapter

To learn about

3 Planning for Administration tasks
Distr%bpted . Data ownership
Administration on Naming conventions
your Network . . .
Security considerations
4 Configuring a Distribution rules
Distributed Location Dual roles of the DL
(DL) DL data security
5 Performing Distributed Administration batch operations
Distributed (distribution, reception, application, and
Administration recovery)
Operations Distributed Administration file maintenance

Distributed Administration diagnostic reports

Part 3: Appendices

The appendices in Part 3 contain quick reference information and practice and review

answers:

Use this appendix

To learn about

A Report Quick Distributed Administration reports and their
Reference business uses.

B Program Quick Programs introduced in Using Distributed
Reference Administration
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Use this appendix To learn about

C Practice and Review Answers to the Using Distributed
Answers Administration practice exercises

D Messages and This section covers some error messages that
Troubleshooting may occur and potential solutions

How to use this manual

This manual has been designed as a reference manual as well as a training manual. It has
been written to facilitate self-study before and after classroom training.

Table of contents
The manual has been carefully designed for ease of use. All our manuals are written to be
task oriented to help you complete your business tasks using our software.

The table of contents lists all the tasks and their respective chapters.

Glossary of Terms
A Glossary of Terms section is provided to explain terms used in the documentation.

Index
An index is provided to help you locate specific information.

This document was designed to reduce your need for an index. You should find the table of
contents sufficient.

Introductory chapters

It is important that you read the introductory chapters first. Chapter 1 ensures you get the
most out of the information we have provided. Chapter 2 provides a high level overview.
Read it to get the big picture before reading the detailed instructional chapters.

Instructional chapters

All chapters, other than the introductory chapters, are instructional chapters. They contain
detailed instructions on how to complete the business tasks. Each instructional chapter has
the following distinct sections:

Key Concepts

Always read the conceptual information first. This will help you understand why you have
to perform certain tasks. It will also help you make decisions about your options and help
you understand the importance of performing certain tasks. Exercises to help you apply the
concept to a business task are included at the end of most concepts.

Apply the Concept

To be certain that you have understood the key concepts in a chapter, complete the Apply
the Concept exercises provided. The answers to these exercises can be found in the
appendices.

Detailed Directions
When you are ready to perform a task, review the Detailed Directions, which provide
guidance, as well as the specific steps, to complete a task.
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Note:

Note:

Conventions used

Note:

Guided Practice

The Guided Practice within the Detailed Directions offers you an opportunity to practice a
task with step-by-step instructions. It takes you through the various steps, providing
detailed examples so you can gain a comfort level with the task. Guided Practice is easy to
locate.

For practice, type '"ABC Solutions'.

To successfully follow the Guided Practice, you must have completed all the previous
Guided Practice exercises in the manual. The Guided Practice uses the test data installed
with our software. For the Guided Practice exercises to work, this test data must not have
been altered.

All users who complete the Guided Practice must either have their own copies of the test
data or have the test data restored for them.

Extended Practice

To be certain that you have understood the tasks in a chapter, complete the Extended
Practice provided. The Extended Practice gives you the opportunity to complete one or
more tasks without step-by-step guidance. The answers to these exercises can be found in
the appendices.

To be able to complete the Extended Practice exercises in the manual, you must have
completed all the previous exercises. You must also be using the test data delivered with the
software. This test data must not have been altered.

Review of Questions Answered

To be certain that you have understood all of the information in a chapter, complete the
review questions provided at the end of a chapter. The answers to these questions can be
found in the appendices.

in this manual

The underlying page layout and design of this manual are meant to be as intuitive as
possible for you. Our intent is to make it easy to navigate through the manual and
concentrate on learning and doing.

Cross-references
Wherever appropriate, we provide cross-references to help you find additional information
or further discussion of a specific topic.

Refer to a cross-reference to find more detail or more discussion on a given topic.

Notes
Whenever there is important information you should be aware of, we provide a note.

You will find tips or quick techniques covered in notes.

How to get additional help

If you can not find the answers to your questions in this manual, contact Customer Support,
who will be able to answer specific questions and give you general advice on training.
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Please visit our web site www. Cyborg.com (see "Cyborg Home - http://www.Cyborg.com")
for the latest schedule of available courses and course descriptions.

Suggestions and feedback

We value your feedback on our performance support materials. Please forward any
comments on this manual to Customer Support.



http://www.cyborg.com/
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CHAPTER 2

Overview of Using Distributed Administration
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Introduction

This section provides descriptions of Distributed Administration and its relevant
components, but does not tell you how to accomplish related tasks. Because it introduces
many important concepts, you should review this section before continuing on to the
procedural sections. The procedural sections related to Distributed Administration are as
follows:

Prerequisites

Questions answered

Planning for Distributed Administration on your Network (on page 25)

This section addresses the most important phase of any system implementation—
planning. Issues such as administration tasks, node naming conventions, and planning
for future growth are addressed here.

Configuring a Distributed Location (DL (see "Configuring a Distributed Location" on
page 39))

This section walks you through the initial setup and general maintenance of the
Distributed Location (DL) on your network.

Performing Distributed Administration Operations (on page 55)

This section offers a detailed description of Distributed Administration operations such
as obtaining authorized updates, applying updates locally, and using diagnostic reports
to troubleshoot problems.

At the minimum, The Solution Series must be installed on all Distributed Locations
(DL).

Use your preferred communications software to transfer updates between Distributed
Locations.

Ensure that your software can support the transfer of variable length records and can
handle ASCII to EBCDIC conversion if necessary.

Note: Distributed Administration functions on both relational and non-relational platforms.

The following questions are answered in this section:

nhwd =

What are the major functions or tasks performed by Distributed Administration?
What kinds of topologies are supported by Distributed Administration?

Which Cyborg-delivered programs are used to implement Distributed Administration?
What is the difference between replication and distribution?

What kinds of The Solution Series data can be shared via Distributed Administration?

10
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The purpose of Distributed Administration

The ability to manage employee-related information and comply with more complex and
demanding governmental personnel and payroll regulations has become a great challenge
for organizations. Controlling information and minimizing exposure to regulatory
compliance issues requires that an expansive volume of employee data be accurately
collected, maintained, analyzed, audited, reported, and made available for use in a timely,
cost-effective manner.

Cyborg Systems' Distributed Administration answers an organization's enterprise-wide
information sharing needs.

Benefits of Distributed Administration

Distributed Administration can address your data handling and sharing challenges by
providing the following benefits:

Consolidation

You can consolidate processing centers, bringing outsourced payroll processing back
inhouse without incurring additional staffing costs.

Staffing-level reviews

You can review staffing levels at any/all locations.

Corporate and division access

You can immediately access Corporate- and Division-level information rather than rely
on manual compilation of business unit information.

Real-time Payroll expenditures

You can access current payroll expenditures, rather than wait until monthly reports are
run.

Easy monitoring of regulated areas

You can easily access your complete, current information to monitor regulated areas.

11
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Distributed Administration—what it does

Distributed Administration provides a means of capturing data created and revised at
remote locations and sharing those changes dynamically with other sites. This allows
multiple sites to simultaneously run The Solution Series while dynamically updating
remote data and receiving updates to their local data.

Unlike other distribution processes, Distributed Administration does not require
master/slave relationships. This process supports peer-to-peer, hierarchical, and specialized
server topologies where bi-directional replication is based on customer-defined data sharing
decisions.

Distributed Administration employs a 'store and forward' data sharing technique, where
human resources and payroll changes are collected real-time and placed in a holding file.
Data can be filtered from the holding file and distributed on a daily or more frequent basis.

What occurs when Distributed Administration is active

When configured to use Distributed Administration files, the source DL automatically logs
all local data additions, revisions, and deletions into its Data Replication File (FILEOS).
This process is performed automatically by The Solution Series core programs.

Only those data changes a target node is allowed to share (per the source DL's configured
distribution rules) are distributed from the source node's Replication Holding File (FILEOS)
to the Replication Packet File (FILE21) when the Replication Reception Program
(DSTRIB) is invoked. This only occurs if the node is set up to share its data updates, and
then only when the Replication Reception Program is run.

12
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D
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Target DL Node

Each target (remote) DL must invoke the Replication Reception Program (DSRECV) to
obtain data left for it in a source DL's Replication Packet File (FILE21), then run the
Replication Application Program to convert the data appropriately and apply the updates

(FILE20) to its local System Control Repository (FILEO1) and Employee Database
(FILE02).

13
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Topologies

There are several topologies that are supported by Distributed Administration. The most
common scenarios are the peer-to-peer, hierarchical, and specialized server topologies.
Consider the following examples when designing the optimum data distribution on your
network.

Peer-to-peer data distribution

In a peer-to-peer topology, all customers are independent business units, sharing all data,
but performing all their own specialized processing. In terms of Distributed Administration
configuration, each customer would be a node with open distribution rules for all other
Distributed Locations (DLs). Using this type of design, total data redundancy and
independent data processing (such as payroll or tax processing) are possible.

= ==
-
1

Hierarchical data distribution

In a simple hierarchical topology, customers (DLs) feed all information to the central data
repository, which performs all specialized processing. In terms of Distributed
Administration configuration, each customer recognizes only one target DL (the level
above it) and shares all information with that node. The central repository recognizes all
customers as target DLs, but is configured to share only specific data with each customer.
All data processing is performed at the central data repository site.

14
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Data distribution with specialized servers

Specialized server topologies are hierarchical, except the central data repository uses a
specialized server for special processing and information distribution. From the standpoint
of the remote customer, there is no difference; it feeds all data to a central location and
receives specialized data (such as payroll or tax processing) from elsewhere.

15
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Dynamic data sharing

The Distributed Administration application follows a store-and-forward replication
methodology, where data is collected in real time and placed into a holding file. Once new
or revised data has been replicated (copied into a holding file), it can be distributed to other
locations on your network. This form of dynamic data sharing allows much faster and more
efficient updates to the locations where the data is being used. The holding file also acts as
a recovery facility that permits reextraction of previously transmitted data for resubmission
to a requesting site.

The FILEO8 Replication Holding File

The Replication Holding File (FILEO8) contains records of those changes made on the local
computer that may be distributed to other locations at some point in time (determined by
you). If the local distribution rules dictate that these updates be shared with a particular DL,
they will be copied to the Replication Packet File (FILE21) for that DL.

Note: Each FILE2] is target-specific. There may be as many target-specific Replication Packet
Files as there are target DLs.

The FILE20/21 Replication Packet File

The Replication Packet File (FILE21) contains those updates ready to be distributed to a
node on the network; FILE20 contains updates obtained from other nodes on the network.

17
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Replication versus distribution

Simply because data is replicated (copied into a holding file), does not mean the data will
be distributed to other locations throughout the network. Data changes are distributed to
other locations based entirely on how the source DL's distribution rules are configured.
Likewise, your local DL (acting as a target DL) will only receive those data changes from
remote locations that the remote DL administrators allow your site to receive. If the source
DL's distribution rules restrict your target DL's access to specific data changes, you will not
be able to access the specified data.

18
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Data types that can be replicated and distributed

All data on each DL will not necessarily be replicated. For instance, each DL owns its own
System Control Repository (FILEO1). Only option lists and tables are replicated, and only
replicated data may be distributed to other DLs.

Below is a list of the types of data that wil/ be replicated, and thus, may be distributed:

B Any changes made to option lists and tables (except Distributed Administration tables)
in the System Control Repository (FILEO1)

B Any changes resulting from user input/revisions to the Employee Database (FILE02)

B Any changes resulting from batch processing (including payroll batch processing)

19
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Extended Practice

1. Company A provides temporary services to other companies throughout a large
metropolitan area. It maintains employee records on ten PCs at five different satellite
locations in the area. Each satellite PC operator performs regular partial and complete
system backups, then forwards system data to the main office on tape once a week. The
main office performs payroll, tax, and HR benefits operations, as well as company
reporting on four additional PCs. The main office operator must perform system
updates, troubleshoot collision errors, answer questions from the other operations, and
distribute updates to the other operations. Every time a data update is performed at the
satellite operations, it takes a lot of resources and computer time.

How can Distributed Administration enhance Company A's operation?

2. Match The Solution Series file with its name and function.

o w>

FILEO2
FILE21/20
FILEO1
FILEOS

Used to maintain option lists
Replication Packet File

Used to hold local data changes
Employee Database

Used to hold sharable data

System Control Repository

Used to maintain company-specific data
Replication Holding File

20
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3. Draw a line through the process to identify where replication stops and distribution
begins.

[
| H [
- o FILE21
—
Source DL Node
FILEO8

<
<
FILE20 —

4. Place an 'X' next to the data types that may be replicated.

(|

Target DL Node

The Solution Series system update files
additional entry in option list DSPO1
FILEO! (all)

company tax information

new employee information

Replication Distribution Program

21
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Review of Questions Answered

1.

What are the major functions or tasks performed by Distributed Administration?

What kinds of topologies are supported by Distributed Administration?

Which Cyborg-delivered programs are used to implement Distributed Administration?

What is the difference between replication and distribution?

What kinds of Solution Series data can be shared via Distributed Administration?

22
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Setup and Usage

In This Section

Planning for Distributed Administration on your Network............ccccocceennnee. 25
Configuring a Distributed Location ............ccoeeeeieririeniniienienieieecee e 39
Performing Distributed Administration Operations.............c.cececervevereerevruennn 55
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CHAPTER 3

Planning for Distributed Administration on your
Network

In This Chapter

INErOAUCTION ...ttt
System administration tasks.....
Ownership of data....................
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Detailed Directions...........
Extended PractiCe .........c..coeiririiniinieiiiiincncicecececseeeee e

Review of Questions ANSWETEd...........cccvieeuiiiiieiiieeieeeiie e 38

25



Using Distributed Administration

Introduction

Tasks

Prerequisites

Networks grow and change. Performing the pre-installation planning described in this
section will allow your implementation of Distributed Administration to grow and change
along with your network. If you plan your Distributed Administration implementation with
the same amount of attention as you plan your network, there should be no future need to
reinstall or revise your naming conventions.

Another issue that should be decided upon before installation is database update frequency.
Each DL must perform an operation to retrieve data extracted for it by a source DL, then
run another operation to apply the update locally. When should these operations be run?
How often?

Depending on your system configuration, you may be able to automate update frequency.
Alternatively, each node can run update operations periodically.

See the user documentation for your platform to learn about automatic update features.

This section explains the following:

Assigning a person or group to administer Distributed Administration
Selecting a Distributed Administration node naming convention
Developing detailed dataflow maps

Determining when to perform Distributed Administration updates
Creating the Replication Holding File (FILEOS)

Identifying your local computer as a source DL

Be familiar with the concepts introduced and discussed in Overview of Using Distributed
Administration.

Questions answered

The following questions are answered in this section:

What are the Distributed Administration responsibilities of the system administrator?
Who 'owns' the data?

Why are naming conventions important when using Distributed Administration?
How can you ensure Distributed Administration data security?

What form is used to name your local (source) DL node?

DA WD
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System administration tasks

Performing the administrative tasks for Distributed Administration on your network
involves varied implementation, configuration, and troubleshooting tasks, including initial
setup, general maintenance, performance monitoring, and system updating.
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Ownership of data

Data in a network implementing Distributed Administration belongs to the source DL. The
source DL is the node responsible for distributing data changes according to its defined
distribution rules.
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Location naming conventions

Naming conventions may become a problem if not carefully planned. Distributed Location
nodes are identified by a customer-defined, 5-character ID. This means it is up to you to
make the ID meaningful.

You may decide to identify a node simply by city, region, or country; but what happens
when an additional node is installed at the same location? What happens if your network
expands and contracts periodically throughout the next 15 years? You certainly do not want
to reconfigure each DL's distribution rules every six months, but with every naming
convention there is the danger of losing meaning over time. For instance, you may have
identified your nodes by city, but three years from now, your company pulls out of Toronto
and New York and moves all offices to London.

The most important thing to remember is that once a node ID changes or is added or
deleted, distribution rules on all other nodes that distribute changes to this target must be
updated.

Here is an example of a naming convention you might employ:
BULNN, where:

B BU = Business or Division
B [ = Location (could even be a building or a floor)
H NN = Number

If you have consistently imposed the 5-position alphanumeric naming convention described
above to your DLs, adding a location is not a problem—just configure the node
appropriately and configure distribution rules.

Refer to Selecting a Distributed Administration node naming convention (on page 33)
to learn how to apply naming conventions to your DLs.
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Security considerations

Ensuring the security of each DL's data is very important, but intervention from a Security
Officer is not necessary. The security provided by Distributed Administration adds a layer
to the existing security developed for The Solution Series at your organization.

A password will be defined when a target DL's distribution rules are configured at the

source DL site.

& Refer to the Security Considerations section of the Technical Administration documentation
for a more detailed discussion of security.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

Assigning a person or group to administer
Distributed Administration
blank for manual page break
Selecting a Distributed Administration node
naming convention.............cecevvenene.
Developing detailed dataflow maps
Determining when to perform Distributed

AdmiInistration UPAALES .......eecverveeierierieieeiesieeeeiesteeee e ere e e seesseesseeneas 33
Creating the Replication Holding File

(FILEOS) .ottt ettt sttt ne ettt 34
Identifying your local computer as a source DL.........cccccccevieviniinienceniennenne. 35

Assigning a person or group to administer Distributed Administration

To assign the appropriate person or group to administer Distributed Administration on your
network, follow these steps:

1. Identify tasks required to administer the system on your network
Fill out the following table by identifying the tasks the administrator will be required to
perform:

Administration Tasks Yes No
Design/Maintain Node ID Naming Convention
Design/Maintain Detailed Dataflow Maps

Design/Implement Security Passwords to
Support Distributed Administration

Configure/Maintain DLs

Monitor Distributed Administration for Collision
Errors, Process Errors, and General Status

Troubleshoot Problems

Perform Recovery Operations for DLs

Apply Updates and/or Fixes to DLs

2, Identify ideal intervals at which to perform Distributed Administration
tasks
Fill out the table below to identify when administrative tasks should be performed:
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Administration Tasks D|(W[M|[Q |S A N
Design/Maintain Node ID Naming D|IW[M|Q |S A N
Convention

Design/Maintain Detailed Dataflow Maps D|IW[M| Q]S A N
Design/Implement Security Passwords to D|IW[M|Q |S A N
Support Distributed Administration

Configure/Maintain DLs D|W[M[Q |S A N
Monitor Distributed Administration for DIW[M[Q |S A N
Collision Errors, Process Errors, and

General Status

Troubleshoot Problems D|IW[M|Q |S A N
Perform Recovery Operations for DLs D|W[M[Q |S A N
Apply Updates and/or Fixes to DLs D|W[M[Q |S A N

Daily (D), Weekly (W), Monthly (M), Quarterly (Q), Semiannually (S), Annually (A), or as
Needed (N).

Decide which tasks should be centralized or if any should be handled
at the DL site

Use the following table to identify where the Distributed Administration administrative task
will be performed—at the physical DL site or from a remote office:

Administration Tasks Local Remote

Design/Maintain Node ID Naming Convention

Design/Maintain Detailed Dataflow Maps

Design/Implement Security Passwords to
Support Distributed Administration

Configure/Maintain DLs

Monitor Distributed Administration for Collision
Errors, Process Errors, and General Status

Troubleshoot Problems

Perform Recovery Operations for DLs

Apply Updates and/or Fixes to DLs

Identify appropriate procedural documentation (located in The
Solution Series documentation)

For future reference, find the procedures relating to these administrative tasks and note
where they are located.

Assign tasks
Consider the outcome of Steps 1 through 4 and make the appropriate assignments.
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blank for manual page break
Selecting a Distributed Administration node naming convention

4,

To identify an appropriate DL naming convention, complete these steps:

List your company's current divisions, buildings, countries, states,
provinces, and so forth

List all possible divisions, buildings, countries, states, provinces,
and so on

Identify a meaningful naming convention that can be easily explained
and identified, and that allows for company expansion and
contraction

Thoroughly document your naming convention for future reference

Developing detailed dataflow maps

5.

Complete the steps listed below to develop the detailed dataflow map required to
successfully implement Distributed Administration on your network.

Create a map of your current network configuration, identifying all
servers and any DLs

Identify and map out your ideal data flow
Develop password security logic that supports your dataflow design

Test your dataflow against several company expansion/contraction
scenarios

Thoroughly document your dataflow plan

Determining when to perform Distributed Administration updates

To determine when to schedule updates, complete these steps:

Decide on a standard update frequency
First decide what kind of data update sharing is required between your nodes. Is it
necessary to update every node every four hours? Once a day? Once a week?

Determine any special triggers that should precede an update
We list some general scenarios and suggestions in the following table. Which most closely
matches your environment? Identify any other triggers you require.
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Scenario Suggested Triggers Other Triggers
Company has peer-to-peer Quarterly closeout
independent business units. Organizational changes
Tax year closeout
Fiscal year closeout
Company has peer-to peer Payroll
independent business units, Quarterly closeout
but payroll processing is Organizational changes
performed by a shared server.
Tax year closeout
Fiscal year closeout
Company has hierarchical Payroll
data distribution with a Quarterly closeout
central fiatabase, but payroll Fiscal year closeout
processing and benefits
administration are performed
by independent servers.
3. Determine what operations should immediately follow an update

Consider the triggers that you decided should precede an update. What about the operations
that should immediately follow?

4. Schedule the Replication Distribution Program, Replication
Reception Program, and Replication Application Program whenever
appropriate for your environment

Creating the Replication Holding File (FILE0S8)

It is important to create the Replication Holding File (FILEOS) on your system before you
activate Distributed Administration. Follow these steps:

1. Create a Replication Management Program control record in FILE04
Control record format:

In these positions Enter Description
1-22 spaces
23-28 DSCRO8 Program name
29-80 spaces

2, Execute the CBSVB program with FILE04 as input

The following are the input files, output files, and the program you need to execute:
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INPUT FILE04 Control record file
OUTPUT FILEO3 Audit/message File

FILEO9 Output-only reference to FILE08
EXECUTE CBSVB Core program name

Identifying your local computer as a source DL

Once you have identified a naming scheme, all nodes to be used for Distributed
Administration on your network must be uniquely identified as source Distributed
Locations (DLs).

Access the System Options form (SCOPTS)

Access this form by making the following selection from the Navigator:

Component: 9 Security
Process: Specify System Options
Task: System Options

Enter the DL name of your local computer
Enter up to 5 alphanumeric characters to identify the local computer in the Node ID text
box as a DL on the network.

[System Options

rOther Options
User Code Life Span: 00-03-00] I~ Production Yersion

Overall Max Lines: &0 ¥ Reject On ? HELF
When Mo Entry Made
RTPRENT Max Lines: 54|
I~ Alternate Language
Control 1-2
¥ GUI Client
Sign-on Default: 233535

rDistributed Admin
Consolidate To: | Wode D@ R:001)

I~ Active

"Main Document Fath
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3.

Activate Distributed Administration
Click the Active check box to activate Distributed Administration on your local computer.

Click Save or press Enter

Changes made to data locally will now be replicated to the Replication Holding File
(FILEOS).

Sign off from The Solution Series
The next time you sign on, the Replication Holding File (FILEOS) will be opened, along
with FILEO1 and FILEO2.
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Extended Practice

1. Company A provides temporary services to other companies throughout a large
metropolitan area. It maintains employee records on ten PCs at five different satellite
locations in the area. Each satellite PC operator performs regular partial and complete
system backups, then forwards system data to the main office on tape once a week. The
main office performs payroll, tax, and HR benefits operations, as well as company
reporting on four additional PCs. The main office operator must perform system
updates, troubleshoot collision errors, answer questions from the other operations, and
distribute updates to the other operations. Every time a data update is performed at the
satellite operations, it takes a lot of resource and computer time. How would you
configure Distributed Administration to enhance Company A's operation?

Part 1
What topology will you use? Draw a map of the company computer system, using the
topology you selected.

Part 2
Create a Node-naming convention that allows for company expansion/contraction.
Write the names of the nodes on the map you created for Company A.

Document (describe it) here, then apply it to the diagram you drew in Part 1.

Part 3
Draw arrows on the map you drew in Part 1 indicating how the data should be routed
and what data will be shared with which nodes.

List any kind of information you do NOT want to route here.

Part 4

Briefly list three Distributed Administration tasks, whether each task should be
performed locally at the DL site or by the system administrator at a central site only, the
intervals at which these tasks should be performed, and any additional or special
triggers that should precede a task.

Task

Central or Local Interval Triggers

2. Name your local computer and activate Distributed Administration.
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Review of Questions Answered

1. What are the Distributed Administration responsibilities of the system administrator?

2. Who 'owns' the data?

3. Why are naming conventions important when using Distributed Administration?

4. How can you ensure Distributed Administration data security?

5. What form is used to name your local (source) DL node?
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CHAPTER 4

Configuring a Distributed Location

In This Chapter

Introduction ..................
Distribution rules
Dual roles: each node is a source and a target

Security.....ccoeeveeeereennes
Detailed Directions
Extended Practice ..........cceeeeneennn.
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Introduction

Tasks

Prerequisites

Your implementation of Distributed Administration is unique to your organization, but
there are general principles of every Distributed Administration implementation: you must
decide what information will be shared among nodes, and you must decide how to identify
each node. This section is about taking the decisions you made regarding Distributed
Administration network design and applying them to your network. The basic building
block of every Distributed Administration implementation is the configuration of the
Distributed Locations (DLs) on the network.

This section explains the following:

Authorizing a target DL

Identifying data types that may be distributed
Establishing distribution rules

Revising distribution rules

Deleting a record from the Distribution Rules Table
Deleting a record from the Distribution Access Log Table
Deleting a target DL

Before proceeding to the operations described in this section, the following procedures
must be completed:

Assign a person or group to administer Distributed Administration
Select a Distributed Administration node naming convention
Develop detailed dataflow maps

Determine DL database update frequency

Name each DL

Refer to Planning for Distributed Administration on your Network (on page 25) for
more information on these prerequisite procedures.

Questions answered

The following questions are answered in this section:

1. What are distribution rules?
2. What forms are accessed when configuring the distribution rules for a target DL node?
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Distribution rules

Distribution rules allow the data owner (source DL) to control what, if any, information is
to be made available to a specific target DL. Any target node can request information, but
the source node's distribution rules determine exactly what data it will or will not share with
a target.

Cyborg's configurable distribution rules have been developed to allow complete source DL
control. The rules have also been made easy—you simply select those data types you do
NOT want the specified target DL to access or indicate you want no exclusions.

Refer to the Establishing distribution rules (on page 46) to learn how to configure your
DL.
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Dual roles: each node is a source and a target DL

When you configure your DL, you are configuring it as both a source and a target. It will
presumably have information to offer other sites, and it will require updates to its own data
due to changes made at other node sites.

Setting your node up as a target node is easy—just name it, so other nodes can refer to it as
a target for their data. Setting your node up as a source DL is also easy—just set up
distribution rules for the target DLs that are authorized to share your data.

During a recovery operation, your source DL is its own target DL. You will need to set up
distribution rules for your source node whenever you perform a data recovery operation.

Refer to the Establishing distribution rules (on page 46) to learn how to configure your
DL.
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Security

Note:

A password will be defined when the distribution rules for a particular target DL are
configured.

This password should periodically be changed.

Refer to Authorizing a target DL (on page 44) for detailed instructions on setting up the
password on the Distributed Location Node Control form (DSNODE).

Refer to Performing Distributed Administration Operations (on page 55) for a more
detailed description of the control record containing the security password.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks
Authorizing a target DL .........ccccoiiiiiiiiieee e 44
Identifying data types that may be distributed ... ... 45
Establishing distribution rules........c..ccccevereennene ... 46
Revising distribution TUles .........c.ceceviriniiiiiininieccecee e 48
Deleting a record from the Distribution Rules

TADIC ...t 49
Deleting a record from the Distribution Access

) oY 1 o) (<O URRUPPSRUPR 50
Deleting a target DL..........cooooiiiiiiieee e 51

Authorizing a target DL

Before data can be distributed to a target DL, you must identify it as a valid recipient of
your data. Follow these steps:

Access the Distributed Location Node Control Table form (DSNODE)

Access this form by making the following selection from the Navigator:

Component: % Distributed Administration
Process: Location Node Control Table

Task: '@' Distributed Location Node Control Table

Enter the alphanumeric 5-character node ID
This is the Distributed Location node ID of the target DL.

=]

To see a current list of configured nodes, click the Select button.

Identify the node’s machine (platform) type
Click the list box and select the platform type that matches the target node's computer. This
identifies the data format your system will provide to the target DL.

Enter the node's 18-position security password

Up to 18 alphanumeric characters are allowed when creating a Distributed Administration
security password. This password must be known by the target DL when it seeks
distributed data from your source node.
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5. Indicate if you want to allow distribution of FILEO1 option lists and/or
tables
Click the appropriate check box(es) to indicate if you want to allow distribution of FILEO1
option list and table information.

Note: If you plan on distributing option lists and/or tables from the System Control Repository, a
'ZFILE1' organization must be configured on the Distribution Access Log Table form for
the target DL that will be given access.

6. Click Save or press Enter
The form displays the message ----New table entry has been established---- and allows you
to access other Distributed Location forms. You may click the button for the Distribution
Access Log Table form to toggle to that form and begin identifying data that may be
distributed to the authorized target DL. Click the button for the Machine Parameters Table
form to view platform and data type information about the target DL.

[bistributed Location Node Control Table

Distributed Location
Wode D= RS001)
Machine T¥pe: M|CRO-FOCUS-COBOLI | ;I

Access Fassword: RS0123456759012345)
Distribute

¥ Code Sets

[ Tables

Distribution Access Log Table
Machine Farameters Table

----Hew table entry has been established----

Note: We recommend that you authorize the local (source) computer as a target DL, as well.

Identifying data types that may be distributed

To make data from a specific organization available for distribution, follow these steps:

1. Access the Distribution Access Log Table form (DSRULE)

Access this form by making the following selection from the Navigator:

Component: @ Distributed Administration
Process: ~ Distribution Rules/Log Table

Task: fF Distribution Access Log Table

2. Identify the target DL
Enter the 5-position alphanumeric Node ID of a target DL.
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Note:

Note:

6.

7.

Enter a valid organization ID (Control 1-2) associated with the source
DL

Enter a 6-position organization identifier. By entering the ID here, you are indicating that
the associated data from the source node may be distributed to this target DL.

If you plan on distributing option lists and/or tables from the System Control Repository, a
'ZFILE1' organization must be configured on the Distribution Access Log Table form for
the target DL that will be given access. Otherwise, the user will receive a FILEOI error.

Enter date to initiate distribution for this DL

Enter a date in the format MM-DD-CCYY or CCYYMMDD (US and Canada) or DD-MM-
CCYY or CCYYDDMM (elsewhere). This date may be the current date, a previous date, or
a future date that tells the system to begin distributing data.

Cyborg suggests you enter a date that has already passed, such as 19250102 (January 2,
1925).

Click Save or press Enter

The Date text box changes to the format MM-DD-CCY'Y (US and Canada) or DD-MM-
CCYY (elsewhere) and the Time text box is populated by zeroes. The form displays the
message ----New table entry has been established----. Data distribution for this target DL is
initialized.

[bistribution Access Log Table

Mode D= R:001|
Control 1-2: 333333
Sub-Contral 1-2= |

Access Fosition Data

Date: 01-01-1925]
Time: 000000000]

Key Walue:
Sequence Number :

Distributed Location Node Control Table
Distribution Rules Table

----Mew table entry has been established----

Repeat steps 3, 4, and 5 for every organization

Repeat the entire procedure for each target node

Establishing distribution rules

To limit what data the target DL will be allowed to receive, you must set up distribution
rules on your source DL for that target DL. Follow these steps:
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5.

Access the Distribution Rules Table form (DSRF02)

Access this form by making the following selection from the Navigator:

Component: % Distributed Administration
Process: _ Employee Master Distribution Rules
Task: =F Distribution Rules Table

Identify the target DL
Enter the 5-position alphanumeric Node ID of a target DL.

Enter a valid organization ID associated with the source DL
Enter a 6-position identifier. By entering the ID here, you are indicating that the distribution
rules you are about to configure (or view) are for the data associated with this organization.

Select records that should NOT be distributed to the target DL

Click the list box to identify any records you do not wish the target DL to have access to or
select 'No Exclusions' to indicate that all replicated data is to be distributed to this target
DL.

[bistribution Rules Table

Hade |D= R5001)
Control 1-2= 235335)

Sub-Control 1-2= |

FEecordf/Segment Exclusionz Mo Exclusions -
Employee Period End |a
Employee Tax Info

Sequence Number:

SpousefDep Info
LO2 SpousefDep ct'd
LO3 SpousefDep ct'd
LO4 Emerg Contact -

Distributed Location Node
Distribution Access Log Ta

Type an entry in the Sequence Number text box
This text box must have a three-digit entry (any three-digit entry) in order for the system to
process the distribution rules defined.
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Note:

Click Save or press Enter

The form displays the message ----New table entry has been established---- and allows you
access to other Distributed Administration forms. You may click one of these buttons to
toggle to that Distributed Administration form.

[bistribution Rules Table

Hade |D= RSO01|
Contral 1-2= 533533

Sub-Control 1-2= |

EecordfSegment Exclusion= |0* Exclude &4l ‘:J

Sequence Number: 123]

Distributed Location Mode Comtrol Table
Distribution Access Loz Table

----Mew table entry has been established----

Repeat steps 3 through 6 for every organization
Repeat the entire procedure for each target node

We recommend you set up distribution rules for the local (source) computer as a target DL
to have no exclusions in case you need to perform a Recovery operation at any time in the
future.

Revising distribution rules

If you decide to change the distribution rules for a target DL, follow these steps:

Access the Distribution Rules Table (DSRF02) form

Access this form by making the following selection from the Navigator:

Component: % Distributed Administration
Process: _ Employee Master Distribution Rules

Task: = Distribution Rules Table

Select the record to be changed
Enter the five-position node ID in the Node ID text box and press Enter.

(=]

To see a current list of configured nodes, click the Select button. Then click the entry to be
changed.
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Type an entry in the Sequence Number text box

This is the only non-key text box on the form. Changing any other text box or list box on
the form will create a new entry.

This text box must have a three-digit entry (any three-digit entry) in order for the system to
process the distribution rules defined.

Click Save or press Enter

The form displays the message ----Maintenance has been performed---- and allows you
access to other Distributed Administration forms. You may click one of these buttons to
toggle to that Distributed Administration form.

[Distribution Rules Table

Mode | D= R50O01)
Control 1-2= 9595999

sub-Control 1-2= |

RecordfSegment Exclusion: [ 0* Exclude all d

Sequence Number: 124]

Distributed Location Mode Comtrol Table
Distribution Access Loz Table

----Maintenance has been performed----

Deleting a record from the Distribution Rules Table

If you want to remove a target DL from the list of authorized target DLs for a source DL,
this is the first task you must complete. To remove the target DL's record from the
Distribution Rules Table, follow these steps:

Access the Distribution Rules Table form (DSRF02)

Access this form by making the following selection from the Navigator:

Component: % Distributed Solution
Process: _ Employee Master Distribution Rules
Task: =F Distribution Rules Table

Identify the target DL
Type the five-position node ID in the Node ID text box and press Enter.

=)

To see a current list of configured nodes, click the Select button. Then click the entry to be
changed.
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3. Click the Delete button

Click the Delete button to delete the table.

[Mistribution Rules Table

Wode |D= R:0O01f
Contral 1-2= 939595)

Sub-Control 1-2= |

Record/Segment Excluzion= | 0* Ewclude 411 i

Confirm

4, Click Yes

Click Yes on the Confirm dialog box. The target DL's record is removed from the
Distribution Rules Table. The form displays the first table record and displays the message
----Table Record has been deleted----.

Deleting a record from the Distribution Access Log Table

If you want to remove a target DL, this is the second task you must complete. You must
have already removed all target DL records from the Distribution Rules Table. To delete a
target DL's record from the Distribution Access Log Table, follow these steps:

1. Access the Distribution Access Log Table form (DSRULE)

Access this form by making the following selection from the Navigator:

Component: @ Distributed Administration
Process: Distribution Rules/Log Table

Task: “* Distribution Access Log Table

2, Identify the target DL
Type the five-position node ID in the Node ID text box and press Enter.

To see a current list of configured nodes, click the Select button. Then click the entry to be
changed.
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3. Click the Delete button

Click the Delete button to delete the table.

[bistribution Access Log Table

Hode D= R5001)
Control 1-2= 333533
Sub-Contral 1-2Z= |

Access Position Data

Date: 01-01-1925|
Time: 000000000
Value:
MUmbDe .

Key

ntral Table

4, Click Yes
Click Yes on the Confirm dialog box. The target DL's record is removed from the
Distribution Access Log Table. The form displays the first table record and displays the
message ----Table Record has been deleted----.

Deleting a target DL

If you want to remove a target DL, this is the third task you must complete. You must have
already removed the target DL's record from the Distribution Rules Table and the
Distribution Access Log Table. To remove the target DL from the Distributed Location
Node Control Table, follow these steps:

1. Delete the associated Distribution Rules Table form (DSRF02)

& Refer to Deleting a record from the Distribution Rules Table (on page 49) to learn how
to perform this step.

2, Delete the associated Distribution Access Log Table (DSRULE) form

& Refer to Deleting a record from the Distribution Access Log Table (on page 50) to learn
how to perform this step.

3. Access the Distributed Location Node Control Table form (DSNODE)

Access this form by making the following selection from the Navigator:
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Component: % Distributed Administration
Process: Location Node Control Table

Task: '@' Distributed Location Node Control Table

4. Identify the target DL
Type the five-position node ID in the Node ID text box and press Enter.

To see a current list of configured nodes, click the Select button. Then click the entry to be
changed.

5. Click the Delete button

Click the Delete button to delete the table.

R5001

MICRO-FOCUS -COBOLII
R501234567550123545

Confirm

©

6. Click Yes
Click Yes on the Confirm dialog box. The target DL is removed from the Distributed
Location Node Control Table. The form displays the first table record and displays the
message ----Table Record has been deleted----.
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Extended Practice

1. Authorize a target DL.
2. Identify the types of data that may be distributed to the target DL.
3. Establish distribution rules for that DL.

4. Delete the distribution configuration for the target you just configured.

53



Using Distributed Administration

Review of Questions Answered

1. What are distribution rules?

2. What forms are accessed when configuring distribution rules for a target DL node?
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CHAPTER 5

Performing Distributed Administration Operations
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Introduction

Tasks

Prerequisites

Configuration is just the beginning. Now, consider the operations you will perform more
frequently. Such operations may include distributing the replicated data or updating a DL
with new data from other nodes—perhaps even updating files due to changes made during
the payroll process. In this section we discuss and perform operations that will be
incorporated into your usual jobstreams, as well as some less frequent operations, such as
recovering lost or corrupted data.

This section explains the following:

Sending new, changed, and deleted data to a Replication Packet File (FILE21)
Obtaining the data updates your target DL is authorized to obtain

Applying new, changed, and deleted data locally

Running the Replication Management Program during regularly scheduled backups
Running the Replication Management Program online

Displaying the Replication Holding File (FILEOS)

Interpreting Distributed Administration diagnostic reports

Identifying errors

Logging revisions and applying new data resulting from the payroll process

Before proceeding to the operations described in this section, the following procedures
must be completed:

B Name your source DL
B Identify target DLs
B Establish the DL's distribution rules

Refer to Configuring a Distributed Location (on page 39) for detailed instructions for
performing these tasks.

Questions answered

The following questions are answered in this section:

1. What program is used to recover lost data from a Replication Holding File (FILE08)?

2. What program is used to log data revisions and update DLs (local and remote) during
the payroll process?

3. What is the difference between a recovery operation and a distribution operation?

4.  What is a collision error? What can you do about it?
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Data distribution

Data distribution occurs when the Replication Distribution Program is run on a source DL.
It applies your configured distribution rules to your Data Replication File (FILE08) and
data segments authorized to be shared with a target DL are copied to the local Replication
Packet File (FILE21). If the source DL and the target DL are running on different

platforms, the file is converted from the source DL-specific machine format to a neutral
format for file transfer.

>
> Replication  ——,
Distribution
T FILEog | Program
. = FILE20 FILE21
- p—
= FILEO2

Source DL Node

jobstream DSTRIB
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Data reception

Data reception occurs when the Replication Reception Program is run on the target DL. If
the source DL and the target DL are running on different platforms, it converts the source
DL's Replication Packet File (FILE21) from its neutral file transfer format to a format
specific to the target DL machine type (FILE20).

Source DL Node
-

FILE21

Replication
Reception
Program

FILE20

Target DL Node
jobstream JDSRECV
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Data application

Note:

Data application occurs when the Replication Application Program is run on the target DL.
It updates your System Repository File (FILEO1) and Employee Database (FILE02).

Although local application transactions (changes to the DL's FILEQI and FILEQ2) are
logged into FILEOS when they occur, this is not the case when these changes occur because
of a Replication Application Program operation. If you want to update FILEOS with all
changes made to the DL, whether by local data entry or by the changes applied from a
source DL during a Replication Application Program operation, you can set up your
Replication Application Program control record to do so by setting a switch in position 3 1.

- D

Replication

Application

Program

FILE20 | —  [—

FILEO2 : =
- — | L=
jobstream JDSAPLY Target DL Node
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Payroll impact

The payroll process is a complex operation that may affect data. Changes that occur during
the payroll process can be tracked, then be used to update the source DL, as well as target
DLs. Distributed Administration offers the Packetizer (DSPACK) COBOL program as part
of the DSYBMST library, used specifically to compare P20 files and log the differences.
This program is generally run after the pay run, but before the Pay Merge process.

The Packetizer program reads two P20 master files, generally P20IN and P200UT files
input to and output from a batch payroll run. Each record is read and differences are written
either to the local FILEO8 or FILE20, depending on the configuration of the POSRDR
control record.

P2OIN P200U

Packetizer
Progam
(DSPACK)

FILEO8
or
FILE20

jobstream JDSPACK

Note: The FILEOS is indexed and the FILE20 is sequential in form. You may wish to direct record
differences to FILE20 to improve performance (it may be faster).
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Collision errors

Note:

Collision errors occur during a data application operation when an update is being applied
to the local computer (target DL) but the local data is not different. This means a change
was improperly made locally. These errors will also appear on the DSAPLY Diagnostic
report.

The target of the collision error is NOT updated.
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Record length errors

Note:

Record length errors occur when two systems sharing data have different expansion values.
If the source DL allows 32 Kbytes for an employee record and the target DL only allows
20Kbytes, any record from the source DL exceeding 20Kbytes will cause a record length
error at the target DL. These errors will appear on the DSAPLY Diagnostic report.

The target of the length error is NOT updated.

Refer to the Technical Administration documentation to learn how to revise expansion
values.
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Data retention in FILEO8

The Replication Holding File (FILEO8) must be purged periodically via the Replication
Management Program. As delivered, this program does not purge all data in the file, but
only that data seven days older than the oldest distribution date. You may change the
retention period by editing the Cyborg Scripting Language source code for the FILEO8
Management Program. You may view the Replication Holding File online by accessing the
Display Replication Holding File form.
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Summary of Distributed Administration programs

The table below lists the major operations performed as part of Distributed Administration
and the associated programs used to perform them:

Operation Performed Program Used

Data distribution (from FILEOS/FILE20 to FILE21) Replication Distribution (DSTRIB)
Data reception (from FILE21 to FILE20) Replication Reception (DSRECV)
Data application (from FILE20 to FILEO1 and FILE02) | Replication Application (DSAPLY)
FILEOS data retention Replication Management (DSCLO0S)
Payroll update Packetizer (DSPACK)

FILEOS creation Replication Management (DSCROS)
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

Sending new, changed, and deleted data to a

Replication Packet File (FILE21).....................

Obtaining the data updates your target DL is

authorized to obtain..........c...ccoeveeeeeeeeeneeeenne..

Applying new, changed, and deleted data

1OCALLY ..ot

Running the Replication Management
(DSCLO08) Program during regularly

scheduled backups.........cccecevirenenieicinercne

Running the Replication Management Program

(DSCLOS8) onling........ccvevvveeveeriierieeieeeveeennns

Displaying the Replication Holding File

(FILEOS) ...

Interpreting Distributed Administration

diagnoStiC TEPOTLS ..oveeuvevieererieeiieieereie e
Identifying errors.......cccvevveeeeriereieieseeiesieeieiees

Logging revisions and applying new data

resulting from the payroll process.....................

Sending new, changed, and deleted data to a Replication Packet File

(FILE21)

If you want to distribute or make local updates available for other nodes, follow these steps:

Create a Replication Distribution Program (DSTRIB) control record in

FILEO4

Control record format:

In these positions Enter Description

1-6 DSTRIB Replication Distribution program

7-11 ool S-position alphanumeric target
DL ID

12-12 YorN Y= Direct file transmission
(via middleware)
N = Indirect file

transmission (manual creation of
file on local platform)
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In these positions Enter Description
13-14 08 or 20 08 = FILEOS input source
20 = FILE20 input source
15-32 HAA Aok ok Password of target node
%
33-80 spaces
Example:
1 102 2 3 3 4 4 s 8
0veve5evei0inen5.ue00ie500u.00eua50e.u000.u5....0 .00 O

DSTRIB12345N08PASSWORD

Execute the Replication Distribution Program (DSTRIB) with FILE04
as input
The following are the input files, output files, and the program you need to execute:

INPUT FILEO4 Control record file
FILEOS or Replication Holding File or Replication
FILE20 Packet File
OUTPUT FILEO3 Audit/message File
FILE21 Replication Packet File (output only)
EXECUTE | DSTRIB Replication Distribution Program

Obtaining the data updates your target DL is authorized to obtain

Note:

The FILE21 should already have been transferred to the target DL via your usual transfer
method (for example, disk, tape, modem, and so forth).

If you want to receive, or obtain, data updates locally, follow these steps:

Create a Replication Reception Program (DSRECV) control record in
FILEO4

Control record format:

In these positions Enter Description
1-6 DSRECV Program name
7-80 spaces
Example:
1 1 2 2 3 3 4 4 5 8
0uee5uvni0uini50ue00eu500ui00ue.5.0..0....5....0 0
DSRECV

Execute the Replication Reception Program (DSRECV) with FILE04
and target-specific FILE21 created by the source DL as input

The following are the input files, output files, and the program you need to execute:
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INPUT FILEO4 Control record file

FILE21 Replication Packet File
OUTPUT FILEO3 Audit/message File

FILE20 Replication Packet File
EXECUTE DSRECV Replication Reception Program

Applying new, changed, and deleted data locally

If you want to update your local data with updates generated from another DL, follow these

steps:

Create a Replication Application Program control record in FILE04

Control record form:

at:

In these positions Enter Description

1-22 spaces

23-28 DSAPLY Program name

29-29 YorN Y= update FILEO8
N= do not update FILEOS
(default)

30-80 spaces

Example:
1 1 2 2 3 3 4 4 5 8
0....5....0....5....0....5....0....5....0....5....0 0

DSAPLYY

Execute the CBSVB program with FILE04 and the target-specific

FILE20 obtained from the source as input

The following are the input files, output files, and the program you need to execute:

INPUT FILEO4 Control record file

FILE20 Replication Packet File
OUTPUT FILEO1 System Control Repository

FILEO2 Employee Database

FILEO3 Audit/message File

FILEOS Replication Holding File (may be updated)
EXECUTE CBSVB Core program name

older than the last distribution date.

Running the Replication Management (DSCL08) Program during regularly
scheduled backups

When you run the Replication Management Program as part of a system backup process,
your Replication Holding File (FILEOS) is purged of any records more than one month
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1. Create a Replication Management Program (DSCL08) control record
in FILEO4
Control record format:
In these positions Enter Description
23-28 DSCLO08 Program name
Example:
1 12 2 3 3 4 4 s 8
0veee5evei0iuen5ei00ee.500ui00ee50...0.0..5....0 0
DSCLO8
2. Execute the CBSVB program with FILE04 as input
The following are the input files, output files, and the program you need to execute:
INPUT FILEO4 Control record file
FILEO8 Replication Holding File
OUTPUT FILEO3 Audit/message File
FILEO8 Replication Holding File
EXECUTE CBSVB Core program
3. Insert the CBSVB program reference in your jobstream as part of the

regular backup process

Running the Replication Management Program (DSCLO08) online
When you run the Replication Management Program online, your Replication Holding File
(FILEOS) is purged of any records older than one month prior to the oldest distribution date.

1. Access the Maintain Replication Holding File form (DSCL08)

Access this form by making the following selection from the Navigator:

Component: @ Distributed Administration
Process: Maintain Replication Holding File

Task: =* Maintain Replication Holding File
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Click the Perform Purge check box

Click the Perform Purge check box to indicate a purge is to take place.

[Maintain Replication Holding File

Delete records prior to:

Date: 11-01-1998
Time: 100000000 7

¥ Ferform Purge

Click Save or press Enter
The Replication Holding File (FILEOS) is purged of records older than one month prior to
the oldest distribution date.

Displaying the Replication Holding File (FILE08)

Use this form to display the status of the Replication Holding File (FILEOS).
Access the Display Replication Holding File form (DSP08)

Access this form by making the following selection from the Navigator:

Component: '% Distributed Administration
Process: _ Display Replication Holding File
Task: ‘=' Display Replication Holding File

Changes to option lists and tables, as well as payroll, company, and employee information
are displayed:
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P s T P PTRI  R: U DU DU DIV TP DR - DI
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EE §83-88-8001 16 FO1 243F21 215017 o1 o0 9F3g
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FOO1Tramsfer Me, Too Nodel OM 11-231010 MISTY LANE UNIT 4

----End of file----

Interpreting Distributed Administration diagnostic reports

Note:

Identifying errors

There are several diagnostic reports available that relate directly to Distributed
Administration operations. The report you obtain depends on the role of your local DL in
the operation performed.

For instance, even though a source and target DL participate in the same transaction (file
transfer of updated data from one to the other) the DLs generate different reports. The
source DL performs the Replication Distribution Program (DSTRIB) operation and
generates a DSTRIB Diagnostic Report. The target DL performs the Replication Reception
Program (DSRECV) operation and generates the DSRECV Diagnostic Report.

If you want to compare these reports to identify any anomalies, you must make your own
arrangements to share reports between nodes.

If you want to review a diagnostic report, follow these steps:

Print out the reports as part of the regular jobstream

If you regularly print system reports as part of your regular jobstream, do so with these
reports, as well. Otherwise, you may want to route the online output files to viewing queues
for later retrieval.

Review the 'PROCESSING STATISTICS' section at the end of the
report and compare statistics

Compare the ' PROCESSING STATISTICS' section at the end of each transaction report
(for example, compare the DSTRIB and DSRECV reports for a single distribution between
a source and target node).

If you want to correct errors that occurred during the application of data changes, follow
these steps:
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1. Review the DSAPLY Processing Report
This report simply lists errors encountered and identifies them for your troubleshooting.
2. Review the records causing CE (collision) and RL (record length)
errors

Collision errors should never occur. If they do, it means the data at the target DL side of the
distribution has already been changed in some way. You must determine if the data is
indeed in error and a revision is necessary, or if the data at both ends of the distribution is
correct.

Record length errors must be dealt with systematically. Any time this error is received, it is
an indication of a larger problem: configuration compatibility between nodes (DLs).

3. Make any necessary changes
B For CE errors, disable Distributed Administration at the faulty location, revise the
records to reflect the correct data, then enable Distributed Administration.
B For RL errors, make record length compatible between DLs, then either make changes
to the records manually, restore the target DL's original FILEO1, FILEO2, and FILEOS
(if the DSAPLY control record used during the first application called for updating
FILEO8), or reapply the changes.

Logging revisions and applying new data resulting from the payroll process

If you want to replicate and distribute data updates resulting from a payroll process, follow
these steps:

1. Create a PO5RDR control record

Control record format:

In these positions Enter Description
1-6 DSPACK | Program name
7 YorN Y = Drop Timecards (FFT), Batch (FFB),

and Adjustments (FFK) records from the
payroll process

N = Write Timecards (FFT), Batch (FFB),
and Adjustments (FFK) records to output
file

'Y' is the default; a space is the same as 'Y"
8 YorN Y = Write Labor records to output file

N = Do not write Labor records from the
payroll process

'Y' is the default; a space is the same as 'Y"
9 YorN Y = Write Payment History records to
output file

N = Do not write Payment History records
to output file

'Y' is the default; a space is the same as 'Y"
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In these positions Enter Description

10 Y or N Y = Write H records (tax specification
records) to output file

N = Do not write H records (tax
specification records) to output file

'Y' is the default; a space is the same as 'Y"

11 Y orN Y = FILEOS is output file

N = FILE20 is output file
'Y' is the default; a space is the same as 'Y"

12 spaces
Example:
1 1 2 2 3 3 4 4 5 8
0evee5.02.0.0..5....0....5....0....5....0....5....0 0

DSPACKN N

2. Execute the Packetizer Program with FILE04 as PO5SRDR input
The following are the input files, output files, and the program you need to execute:
INPUT POSRDR Control record file
P200LD Input Master to Batch Payroll
P20NEW Output Master from Batch Payroll
OUTPUT PRINT1 Audit/message file
FILE20 or Replication Packet File or Replication
FILEOS Holding File
EXECUTE | DSPACK Packetizer Program
3. Insert the Packetizer Program job between the pay run and pay

merge processes
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Extended Practice

1. The diagram below illustrates Distributed Administration . Complete the blanks in the
diagram with the type of DL, files involved in the operation, and programs used to
perform the Distributed Administration operation.

> Program

e e

DL Node

program
>
— <]
fLe | Program
>

FILE___
DL Node

2. Note the pages where the control record examples are located for the following
Distributed Administration operations:

DSRECV Page
DSPACK Page
DSAPLY Page
DSTRIB Page

3. Write the control record required to replicate and distribute data updates resulting from
a recent pay run. Accept all defaults, but do not write Payment History records to the
output file.
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4. Perform an online purge of the Replication Holding File.

5. The reports that follow illustrate both ends of a distribution. The DSTRIB Diagnostic
Report is generated at the source DL and the DSRECV Diagnostic Report is generated
at the target DL. Circle the areas on the following reports where you can look to find

problems.
DSTRIB DIAGNOSTIC REPORT PAGE 1
PROGRAM VERS. 36.00 *COPYRIGHT (C) 1998 CYBORG SYSTEMS, INC. TIME 04:16:26 DATE 10/12/98
OPTIONS USED IN THIS RUN
bp.. @ - HOST ---—-—--—=  ———————= DL NODE ----—-----— NEED
NODE MACHINE CODE TO-DATE MACHINE CODE TO-DATE INPUT FILE DIRECT CONVERSION
PFGO1 PC ASCII 4B PC ASCII 4B FILEO8 N N
BATCH HEADER RECORD: - RECORDS WRITTEN TO FILE21: 1
CONTROL1-2/SUB-C1-2: 991111 - RECORDS WRITTEN TO FILE21: 11
CONTROL1-2/SUB-C1-2: 993333 - RECORDS WRITTEN TO FILE21: 560
CONTROL1-2/SUB-C1-2: 995555 - RECORDS WRITTEN TO FILE21: 364
CONTROL1-2/SUB-C1-2: 996666 - RECORDS WRITTEN TO FILE21: 369
CONTROL1-2/SUB-C1-2: 999999 - RECORDS WRITTEN TO FILE21: 6,916
TRAILER RECORD: - RECORDS WRITTEN TO FILE21: 1
BATCH TOTAL: 8,222
P S S P S P S S PSS
DSRECV DIAGNOSTIC REPORT PAGE 1
PROGRAM VERS. 36.00 COPYRIGHT (C) 1998 CYBORG SYSTEMS, INC. TIME 09:15:20 DATE 10/12/98
NO CONVERSION PERFORMED IN THIS RUN
BATCH HEADER RECORD: - RECORDS WRITTEN TO FILE20: 1
CONTROL1-2/SUB-C1-2: 991111 - RECORDS WRITTEN TO FILE20: 11
CONTROL1-2/SUB-C1-2: 993333 - RECORDS WRITTEN TO FILE20: 560
CONTROL1-2/SUB-C1-2: 995555 - RECORDS WRITTEN TO FILE20: 364
CONTROL1-2/SUB-C1-2: 996666 - RECORDS WRITTEN TO FILE20: 369
CONTROL1-2/SUB-C1-2: 999999 - RECORDS WRITTEN TO FILE20: 6,916
TRAILER RECORD: - RECORDS WRITTEN TO FILE20: 1
BATCH TOTAL: 8,222
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Review of Questions Answered

1. What program is used to recover lost data from a Replication Holding File (FILE0S)?

2. What program is used to log data revisions and update DLs (local and remote) during
the payroll process?

3. What is the difference between a recovery operation and a distribution operation?

4. What is a collision error? What can you do about it?
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Report Quick Reference.........ouevuieieririiniieieieeeieeeie st
Program Quick Reference..........ocevueriiriinieiieniieieniieieceetec et
Practice and Review Answers..................

Messages and Troubleshooting
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APPENDIX A

Report Quick Reference

In This Appendix

INErOAUCHION ..ottt
DSTRIB Diagnostic Report (DISTRIB)......ccccceeviirieiiiniieieiieieneeeeiceieiee
DSRECYV Diagnostic Report (DSRECV)
DSAPLY Processing Report (DSAPLY)
Packetizer Diagnostic Report (DSPACK) ....
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Introduction

The Report Quick Reference provides a quick reference guide to the reports covered in this
documentation.

80






Using Distributed Administration

DSTRIB Diagnostic Report (DISTRIB)

Business Purpose
This report provides detailed information about a specific distribution activity
that has taken place at the source DL.

Navigation Access
This report is automatically generated at the source DL site when a
Replication Distribution Program operation has been performed.

See also:
B Interpreting Distributed Administration diagnostic reports (on page 70)
B Identifying errors (on page 70)
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DSTRIB Diagnostic Report (DISTRIB) - example

PROGRAM VERS. 36.00 *CO
OPTIONS USED IN THIS RUN

DL ————————-- HOST -
NODE MACHINE CODE
PFGO1 PC ASCII

PYRIGHT

TO-DATE

4B

BATCH HEADER RECORD:

CONTROL1-2/SUB-C1-2:
CONTROL1-2/SUB-C1-2:
CONTROL1-2/SUB-C1-2:
CONTROL1-2/SUB-C1-2:
CONTROL1-2/SUB-C1-2:

TRAILER RECORD:
BATCH TOTAL:

991111
993333
995555
996666
999999

8,210

DSTRIB DIAGNOSTIC REPORT
(C) 1996 CYBORG SYSTEMS,

INC.

INPUT FILE

———————— DL NODE ---------
MACHINE  CODE  TO-DATE
PC ASCII 4

- RECORDS WRITTEN
- RECORDS WRITTEN
- RECORDS WRITTEN
- RECORDS WRITTEN
- RECORDS WRITTEN
- RECORDS WRITTEN
- RECORDS WRITTEN

B

TO
TO
TO
TO
TO
TO
TO

PAGE

1

TIME 09:14:46 DATE 11/12/2002

FILEOS8

FILE21:
FILE21:
FILE21:
FILE21:
FILE21:
FILE21:
FILE21:

DIRECT

N
1
11
548
364
369
6,916

NEED
CONVERSION

N
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DSRECYV Diagnostic Report (DSRECV)

Business Purpose
This report provides detailed information about a specific distribution activity
that has taken place at the target DL.

Navigation Access
This report is automatically generated at the source DL site when a
Replication Reception Program operation has been performed.

See also:
B Interpreting Distributed Administration diagnostic reports (on page 70)
B Identifying errors (on page 70)
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DSRECYV Diagnostic Report (DSRECV) - example

DSRECV DIAGNOSTIC REPORT
PROGRAM VERS. 36.00 COPYRIGHT (C) 1996 CYBORG SYSTEMS, INC.
NO CONVERSION PERFORMED IN THIS RUN

BATCH HEADER RECORD: - RECORDS WRITTEN TO FILE20:
CONTROL1-2/SUB-C1-2: 991111 - RECORDS WRITTEN TO FILE20:
CONTROL1-2/SUB-C1-2: 993333 - RECORDS WRITTEN TO FILE20:
CONTROL1-2/SUB-C1-2: 995555 - RECORDS WRITTEN TO FILE20:
CONTROL1-2/SUB-C1-2: 996666 - RECORDS WRITTEN TO FILE20:
CONTROL1-2/SUB-C1-2: 999999 - RECORDS WRITTEN TO FILE20:
TRAILER RECORD: - RECORDS WRITTEN TO FILE20:
BATCH TOTAL: 8,210

PAGE 1
TIME 09:15:20 DATE 11/12/2002

11
548
364
369

6,916
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DSAPLY Processing Report (DSAPLY)

Business Purpose
This report provides detailed information about the application of distributed
data on the local system.

Navigation Access
This report is automatically generated at the source DL site when a
Replication Application Program operation has been performed.

See also:
B Interpreting Distributed Administration diagnostic reports (on page 70)
B Identifying errors (on page 70)
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DSAPLY Processing Report (DSAPLY) - example

Total packet records read from FILE20

Total Collision Errors found

DSAPLY PROCESSING REPORT

= 000008210

= 000000000
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Packetizer Diagnostic Report (DSPACK)

Business Purpose

This report provides detailed information about the differences between the
P20In and the P200UT master files.

Navigation Access
This report is automatically generated at the source DL site when a Packetizer
Program operation has been performed.

See also:
B Interpreting Distributed Administration diagnostic reports (on page 70)
B Identifying errors (on page 70)
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Packetizer Diagnostic Report (DSPACK) - example

PACKETIZER DIAGNOSTIC REPORT PAGE 1
TIME 10:33:30 DATE 08/14/2002
OPTIONS USED IN THIS RUN:
DROP FFT: N PROCESS LABOUR: N PROCESS HISTORY: Y PROCESS TAXES: Y FILEO8: Y

CONTROL 1: 99 ACME MANUFACTURING CONTROL 2: 1111 CONSIDERED EARNINGS/HOURS NODE ID: NODEX
PACKET RECORDS: 7
COMPANY : 7
TAX:
OTHER:
LABOR: EXCLUDED
HISTORY:
PERM. MASTER:
CONTROL 1: 99 ACME MANUFACTURING CONTROL 2: 3333 APPLICANT TRACKING CTL 1-2 NODE ID: NODEX
PACKET RECORDS: 329
COMPANY : 7
TAX:
OTHER:
LABOR: EXCLUDED
HISTORY:
PERM. MASTER: 322
PACKETIZER DIAGNOSTIC REPORT PAGE 2
TIME 10:33:30 DATE 08/14/2002
CONTROL 1: 99 ACME MANUFACTURING CONTROL 2: 5555 RETIREE CTL 1-2 NODE ID: NODEX
PACKET RECORDS: 270
COMPANY : 11
TAX:
OTHER:
LABOR: EXCLUDED
HISTORY: 40
CONTROL 1: 99 ACME HOSPITALS CONTROL 2: 6666 POSITION CONTROL CTL 1-2 NODE ID: NODEX
PACKET RECORDS: 330
COMPANY : 35
TAX: 4
OTHER: 5
LABOR: EXCLUDED
HISTORY: 122
PERM. MASTER: 164
PACKETIZER DIAGNOSTIC REPORT PAGE 3
TIME 10:33:30 DATE 08/14/2002
CONTROL 1: 99 ACME MANUFACTURING CONTROL 2: 9999 PRODUCTION CTL 1-2 NODE ID: NODEX
PACKET RECORDS: 1,205
COMPANY : 7
TAX:
OTHER: 6
LABOR: EXCLUDED
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HISTORY: 85
PERM. MASTER: 1,107
PROCESSING STATISTICS:
PREVIOUS MASTER: 2,655
CURRENT MASTER: 2,436
PACKET RECORDS: 2,141
COMPANY : 67
TAX: 4
OTHER: 11
LABOR: EXCLUDED
HISTORY: 247
PERM. MASTER: 1,812
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APPENDIX B

Program Quick Reference

These topics provide summarized instructions for performing a business task.

In This Appendix

INErOAUCTION ...ttt e e e et e e eeaneeeenaes 92
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Introduction

This Program Quick Reference provides a quick reference guide to the utilities and
programs covered in this documentation.

FILEO8 Creation (DSCRO08)

This utility must be run in batch to create the Replication Holding File (FILEOS) before
Distributed Administration may be activated.

For additional information, refer to Planning for Distributed Administration on your
Network (on page 25).

See also:

B Running the Replication Management (DSCL08) Program during regularly scheduled
backups (on page 67)

B Running the Replication Management Program (DSCLO0S) online (on page 68)

Packetizer (DSPACK)

This batch-only utility is used to compare the P20IN and the P200OUT master files. An
output file containing the differences is generated.

For additional information, refer to Performing Distributed Administration Operations
(on page 55).
See also:

B [ogging revisions and applying new data resulting from the payroll process (on page
71)

Replication Application (DSAPLY)

This batch-only utility is used to apply data distributed from another computer (source DL)
to the local computer (target DL) in order to share any changes.

For additional information, refer to Performing Distributed Administration Operations
(on page 55).
See also:

B Applying new, changed, and deleted data locally (on page 67)
B [dentifying errors (on page 70)

Replication Distribution (DISTRIB)

This batch-only utility is used to copy (distribute) data that has been replicated from the
source DL to a holding file and authorized for distribution. The Replication Packet File
(FILE21) holds the data until the remote computer (target DL) retrieves the file.

For additional information, refer to Performing Distributed Administration Operations
(on page 55).
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See also:

B Sending new, changed, and deleted data to a Replication Packet File (FILE21) (on page
65)

Replication Management (DSCLO08)

This utility may be run in batch or online to purge the Replication Holding File (FILEOS) of
any old data.

For additional information, refer to Performing Distributed Administration Operations
(on page 55).
See also:

B Running the Replication Management (DSCLO08) Program during regularly scheduled
backups (on page 67)
B Running the Replication Management Program (DSCLOS) online (on page 68)

Replication Reception (DSRECV)

This batch-only utility is used to convert data received from a remote computer's
Replication Packet File (FILE21) into a format usable by the target DL.

For additional information, refer to Performing Distributed Administration Operations
(on page 55).

See also:
B Obtaining the data updates your target DL is authorized to obtain (on page 66)
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Overview of Using Distributed Administration

Practice

. How can Distributed Administration enhance Company A's operation?

Distributed Administration can reduce the time required for performing updates both at
the central office and the satellite locations because only revisions to company and
employee data are replicated. Additionally, these updates can be performed regularly
and automatically, reducing the number of resource hours required to perform these
Sfunctions. The most important benefit of applying Distributed Administration to
Company A's business is that up-to-date information, including payroll and regulated
areas such as OSHA and EEO (US) can be monitored in real-time.

. Match The Solution Series file with its name and function.

A FILEO2
B FILE21/20
C  FILEO!
D  FILEOS
C Used to maintain option lists
B Replication Packet File
D Used to hold local data changes
A Employee Database (Master File)
B Used to hold sharable data
C System Control Repository (Control File)
_ A Used to maintain company-specific data
D Replication Holding File

. Draw a line through the process to identify where replication stops and distribution

begins.

96



Appendix C—Practice and Review Answers
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.
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/ Target DL Node

4. Place an 'X' next to the data types that may be replicated.

__ The Solution Series system update files
X additional entry in option list DSP01
_ FILEOI (all)

X company tax information

X new employee information

DSTRIB program

Review

1. What are the major functions or tasks performed by Distributed Administration?
Distributed Administration captures new data or changes to existing data. It allows

different users at different locations to share new data or changed data without having
to save, transfer, copy, and update the entire data repository.

2. What kinds of topologies are supported by Distributed Administration?

Distributed Administration supports all the common topologies, including peer-to-peer,
hierarchical, and specialized server topologies.
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3. Which Cyborg-delivered programs are used to implement Distributed Administration?

Replication Distribution Program (DSTRIB)
Replication Reception Program (DSRECV)
Replication Application Program (DSAPLY)

4. What is the difference between replication and distribution?

All new data and revisions will be automatically replicated to FILEOS, but only
authorized data is distributed to other locations.

5. What kinds of Solution Series data can be shared via Distributed Administration?

Any changes made to option lists and tables in the System Control Repository (Control
File; FILEQI), changes resulting from user input/revisions to the Employee Database
(Master File; FILEQ2), or changes resulting from batch processing (including payroll
batch processing).
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Planning for Distributed Administration on your Network

Practice
1. How would you configure Distributed Administration to enhance Company A's

operation?
Part 1

What topology will you use? Draw a map of the company computer system, using the
topology you selected.

Part 2

Create a Node naming convention that allows for company expansion/contraction.
Write the names of the nodes on the map you created for Company A.

Document (describe it) here, then apply it to the diagram you drew in
Part 1.

Part 3

Draw arrows on the map you drew in Part 1 indicating how the data should be routed
and what data will be shared with which nodes.

List any kind of information you do NOT want to route here.

Part 3

Briefly list three Distributed Administration tasks, whether the task should be
performed locally at the DL site or by the system administrator at a central site only, the
intervals at which these tasks should be performed, and any additional or special
triggers that should precede a task.

2. Name your local computer and activate Distributed Administration.

1. Access the SCOPTS form as the Security Olfficer.
2. Enter the NODE ID.

3. Click the Active selection box.

4. Click OK

Review
1. What are Distributed Administration responsibilities of the system administrator?

Implementation, configuration, and troubleshooting tasks, including initial setup,
general maintenance, performance monitoring, and system updating.
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Who 'owns' the data?

The source DL owns all of the data additions and changes made at its location. Thus,
each DL may own different data.

Why are naming conventions important when using Distributed Administration?

System maintenance. Adding or deleting a location on your network is easy, so long as
your naming conventions are meaningful.

How can you ensure Distributed Administration data security?

Use Distributed Administration security in addition to Solutions Series security
developed for your location.

What form is used to name your local (source) DL node?

System Options form (SCOPTS).

100



Appendix C—Practice and Review Answers

Configuring a Distributed Location

Practice

Review

. Authorize a target DL.

1. Access the DSNODE form.
2. Enter the target DL's node ID.
3. Select the target node's machine platform.

4. Enter the shared password between your source DL and this target DL.

. Identify the types of data that may be distributed to the target DL.

1. Access the DSRULE form.
2. Enter the target DL's node ID.
3. Enter the Control 1-2 whose data you will share with this target DL.

4. Enter a date.

. Establish distribution rules for that DL.

1. Access the DSRF02 form.

2. Enter the target DL's node ID.

3. Enter the Control 1-2 whose data you will share with this target DL.
4. Select any exclusions (or the 'No Exclusions' option).

5. Enter three digits in the Sequence number field.

. Delete the distribution configuration for the target you just configured.

1. Access the DSRF02 form.

2. Select Actions > Delete this Entry.
3. Access the DSRULE form.

4. Select Actions > Delete this Entry.
5. Access the DSNODE form.

6. Select Actions > Delete this Entry.

. What are distribution rules?
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Distribution rules allow the source DL to limit access to specific information by
another location

2. What forms are accessed when configuring distribution rules for a target DL node?

Distributed Location Node Control Table (DSNODE)
Machine Parameters Table (DSMACH)

Distribution Access Log Table (DSRULE)
Distribution Rules Table (DSRF02)
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Performing Distributed Administration Operations

Practice
1. The diagram below illustrates Distributed Administration. Complete the blanks in the
diagram with the type of DL, files involved in the operation, and programs used to
perform the Distributed Administration operation.

>
DSTRIB
> program «— ™
= =~ FILEQ2 FILE21
|

Source ot Node

DSRECV

program

FILEE program

2. Note the pages where the control record examples are located for the following
Distributed Administration operations:

DSRECYV (see "Obtaining the data updates your target DL is authorized to
obtain" on page 66)

DSPACK (see "Logging revisions and applying new data resulting from the
payroll process" on page 71)

DSAPLY (see "Applying new, changed, and deleted data locally" on page 67)

DSTRIB (see "Sending new, changed, and deleted data to a Replication Packet
File (FILE21)" on page 65)

103



Using Distributed Administration

3. Write the control record required to replicate and distribute data updates resulting from
a recent pay run. Accept all defaults, but do not write Payment History records to the
output file.

0....5....0....5....0....5....0....5....0....5....0 ... 0
DSPACKN N

4. Perform an online purge of the Replication Holding File.

1. Access the DSCLOS form.
2. Click Perform Purge.
3. Click OK.

5. The reports that follow illustrate both ends of a distribution. The DISTRIB report is
generated at the source DL and the DSRECYV report is generated at the target DL.
Circle the areas on the following reports where you can look to find problems.

DSTRIE DINGWOSIIC REEBORT ERE 1
BROGRAN VERS. 36.00 SCOPYRIGAT (G} 1986 CYEORG S8 TEwS, INC. TIME D4:16:26 DAIE 11713786
DEIIONS USED IN IAIS RUN
[ e HOST --------- e oo LL WODE --------- WEED

WOnE HRCHIVNE CODE  I0- DRIE WRCHINE CODE  ™0-DATE  INEUT PILE CONERS ION
BPE01 B R2CID 4E B RECID uE PILEDZ o

ERICH HEARDER RECORD: - RECORDS WRITIEW Io FILEZ21:

CONTROL1-2 ¢ SUE-C1-2: 931111 - RECORDS WRITIEW IO FILEZ1:

COMTROL1-3 /SUE-C1-2: 983333 - RECORDS WRITIEW Io FILEZ21:

COMTROL1-3 /SUE-C1-2: 983333 - RECORDS WRITIEW Io FILEZ21:

CONTROL1-3 /EUE-C1-2: G9GEER - RECORDS WRITIEW IO FILE21:

COMTROL1-3 /SUE-C1-2: 939988 - RECORDS WRITIEW Io FILEZ21:

- - RECORDS WRITIEW Io FILEZ21:

< ERICH IOTAL: z.222

DSRECY DINEMOSTIC REEORT BRCE 1

BROGRAN VERS. 26.0) COPYRIGHT (Cp 1996 CYBORE SYSIEws, INC. :15:20 ODRIE 11/12{96

W0 COVVERSTHYW BERFORMED IM THIZ RUN

ERICH HEROER RECORD:
COMTROLU-3 /SUE-C1-2: 981111
CONTROLY-Z ¢ SUE-C1-2: 993333
COMTROLU-3 /SUE-C1-2: 983335
COMTROLU-3 /SUE-C1-2: 99 6EEE RECORDS WRITIEW Io FILE2D:
CONTROLU-3 /EUE-C1-2: 999988 RECORDS WRITIEW IO FILE2D:

/_’_,_.—-ﬂm“' RECORDS WRITIEN IO PILE3D:
( ERICH I0IAL: 8.222

RECORDS WRITIEW Io FILE2D:
RECORDS WRITIEW Io FILE2D:
RECORDS WRITIEW IO FILEZD:
RECORDS WRITIEW Io FILE2D:

Review
1. What program is used to recover lost data from a replication holding file (FILE0S8)?

DSAPLY with a specified recovery parameter
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2. Which program is used to log data revisions and update DLs (local and remote) during
the payroll process?

DSPACK

3. What is the difference between a recovery operation and a distribution operation?

A distribution operation uses FILE20 as input and a recovery operation uses FILEOS as
input.

4. What is a collision error? What can you do about it?

If a collision error occurs, the data distributed to update the local computer is no
different than what is already there. Review the DSAPLY Diagnostic report, locate
errors, determine what is correct, then revise the records at both ends of the
distribution (source and target).
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APPENDIX D

Messages and Troubleshooting
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Introduction

This section provides information on error messages that might occur while running
particular programs, and possible fixes.
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Selected FILEO08 Display (DS8SEL)

The following message might occur while running this program:

Message

Meaning/Solution

File08 Selection Display Is Completed

All records have been displayed as per the selection parameters
entered on the DS8SEL form.
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Distributed Location NODE Control Table (DSNODE)

The following messages might occur while running this program:

Message Meaning/Solution

DS-NODE-ID must be entered A Node-ID is missing, and must be entered.

Machine Type must be entered The Machine Type is missing, and must be entered.

Cannot delete TABLE, DSRULE TABLE A 'Z-DELETE' on the DSNODE form is being attempted and
exists a corresponding DSRULE entry still exists for the node

being removed.

Action: Remove the DSRULE entry(-ies) before removing
the DSNODE entry.
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Distributed Access Log Table (DSRULE)

The following messages might occur while running this program:

Message

Meaning/Solution

Cannot Delete Table, DSRF02 table
Exists

A 'ZDELETE' on the DSRULE form is being attempted while a
corresponding DSRFO02 entry still exists for the node being
removed.

Action: Remove the DSRF02 entry (-ies) before removing the
DSRFO02 entry.

DSR-CONTROL-1-2 Not Found

The Control 1-2 entry on the DSRULE form is equal to SPACES
or a non-existent Control 1-2.

Action: Enter a Valid Control 1-2.

DSR-SUB-CNTRL-1-2 must be SPACES

The Sub Control 1-2 value must be SPACES.

DSR-DATE must be entered

The DSR-DATE on the DSRULE form must have a valid date.
Action: Enter a valid date for the DSR-DATE.

DSR-REC-KEY must be SPACES

During the addition of a DSRULE entry, the DSR-REC-KEY
field must be SPACES.

DSR-SEQ-NBR must be SPACES

During the addition of a DSRULE entry, the DSR-SEQ-NBR
field must be SPACES.

DSR-NODE-ID not found

The Node-ID specified on the DSRULE form does not have a
corresponding DSNODE entry.

Action: Verify the Node-ID entered and adjust the DSNODE
form if necessary.

111



Using Distributed Administration

Distribution Rules Table (DSRF02)

The following messages might occur while running this program:

Message

Meaning/Solution

DSF2F-SUB-CNTRL-1-2 must be
SPACES

The Sub Control 1-2 value on the DSRF02 form must be SPACES.

DSF2-DSTRIB-RULE must be entered

A Distribution rule must be entered or selected when updating the
DSRFO02 form.

DS-NODE-ID not found

The Node ID specified on the DSRF02 form does not have a
corresponding DSNODE entry.

Action: Verify Node ID entered and adjust the form if necessary.

DSF2-CONTROL-1-2 not valid for
NODE

The Control 1-2 entered on the DSRF02 form does not have a
corresponding entry on the DSRULE form.

Action: Verify Node ID and Control 1-2 values on the DSRF02
form and adjust the DSRULE form if necessary.
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Replication Management (DSCL08)

The following messages might occur while running this program:

Message

Meaning/Solution

Distrbution Solution is not active

Check the SCOPTS form and ensure that the Distributed
Administration is checked as Active.

No Distribution has occurred

No DSRULE records are found on FILEO1. Therefore, no deletion
of FILEO1 records will occur.
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Replication Application (DSAPLY)

The following messages might occur while running this program:

Message

Meaning/Solution

Unexpected record encountered

The first record processed on FILE20 was not an F record (Batch
Header).

Action: Check the results of the DSRECV batch process which
proceeded the execution of DSAPLY.

File has not been processed through
DSRECV

Conversion switch on the F record is not equal to 'N'. This
indicates that DSRECV was not executed.

Action: Check to ensure that a prior DSRECV process has been
run.

ADD Failed—Segment:
Key: . Segment already exists.

An attempt to add a new segment has occurred, but the segment
already exists on FILE02.

Action: Check the contents of the segment on the target
enhancement and determine whether the update is required. If
necessary, make the update on the target environment.

DELETE Failed for Segment:
Key: Segment not found

An attempt to delete an existing segment has occurred, but the
segment does not exist in the target environment.

Change failed for Segment:
Key: . Segment not found

An attempt to change an existing segment has occurred, but the
segment does not exist in the target environment.

Action: Add the segment to the new environment, but make sure
the Distributed Administration is turned off during the addition of
this segment, otherwise an add transaction will be sent back to the
host site and cause a collision error.

FILE 02 Table Not Found for:
Table:

A segment being added, changed, or deleted was not found on the
ZXCYBSST records.

Action: Run F-XEF to rebuild the ZXCYBS88T records. Also, make
sure the data being added has field definitions set up to define the
data being applied to the target environment.

Employee area full for Employee
in Organization

Action: Examine current Area 2 expansion values and expand this
area in order for this employees activity to be applied to the target
environment.

FILE 02 update failed for:

The DSAPLY program encountered a problem with performing the

Activity Type: activity noted in the message. Research and reapply this data if
necessary.

ADD operation failed for: record An attempt is being made to add a new employee, company, and/or

already exists tax record, but the record already exists.

Change operation filed for: record | An attempt is being made to change an existing employee,

not found company, and/or tax record, but the record is not found on FILE02.
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Message

Meaning/Solution

File update failed for:

A problem exists with FILEO1 option lists and/or table
maintenance. Verify that if the activity is an add transaction, the
record does not already exist. If the activity represents a change or
a delete, the record being applied must be present on the file.

Record count sent/processed does not
match

The record count on the Z record on FILE20 does not match the
number of records processed by DSAPLY.

Action: Verify that the FILE20 has not been damaged or
compromised.

DSAPLY encountered collision errors

This message indicates that there are collision errors included in
this execution of DSAPLY.

115



Using Distributed Administration

Packetizer (DSPACK)

The following messages might occur while running this program:

Message Meaning/Solution

Invalid control record Examine the POSRDR control record and compare to the
explanations of the DSPACK control record in Performing
Distributed Administration Operations (on page 55).

Invalid record type The P20 record being processed has an invalid record type. The
valid record types are D, W, H, and M.

Action: Investigate the employee being reported next to the error
message and correct the record on FILEQ2.

Invalid segment type The P20 record being processed has an invalid segment code.

Action: Investigate the employee being reported next to the error
message and correct the record on FILE02.

Unidentified segment code The DSPACK program has determined that a segment on the P20
record cannot be found on the ZXCYBS&S8T records.

Action: Investigate the employee being reported next to the error

message. Record the segment information and correct the record on
FILE 02.

Premature end of file The P20 file being processed does not have an end of file record.

Action: Ensure that the proper P20 file is being utilized. Also,
check to ensure that the PAYXTR, PAYRUN, and MNTRUN
processes were successfully completed.

Is Out of Sequence Missing records are present on the P20 file being processed.

Action: Ensure that the proper P20 file is being utilized. Also,
check to ensure that the PAYXTR, PAYRUN, and MNTRUN
processes were successfully completed.

Record is Too Big The record on the P20 file exceeds 64K.

Action: If the record size is correct, then the DSPACK program
must be changed to accommodate this large record.

Error Opening Files The FILEO4 being accessed cannot be found. Please check the
script to ensure that the proper file is being accessed.
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Replication Distribution (DSTRIB)

The following messages might occur while running this program:

Message

Meaning/Solution

Invalid Run Option Found

The FILEO4 parameter card has an invalid entry.
Action: Refer to Performing Distributed Administration
Operations (on page 55) for the proper options to use.

No AA Computer Record Found

In order to run DSTRIB, FILEOI must have an AA record which
identifies the type of environment DSTRIB is being executed on.

Error reading UDSI table

The DSTRIB program could not find a DSNODE (UDS1) record
for the Target Node being processed.

Action: Check the DSNODE form to ensure an entry exists for the
target node designated in the FILE 04 parameter card.

Incorrect batch password

The DSTRIB program has found that the password on the FILE04
parameter card does not match the password on the DSNODE table
record for the target node.

Action: Check the DSNODE form for the password of the target
node and compare to the FILE 04 parameter card designation.

Error reading UDS?2 table

The DSTRIB program could not find a machine table record for the
Machine ID designated in the '"AbA Computer' record.

Action: Check the designation in the 'AbA record' in the FILEO1
and match against the current UDS2 records on FILEO1.

Error reading UDS3 table

The DSTRIB program could not find a DSRULE (UDS3) record
for the target node specified.

Action: Check the DSRULE form to ensure at least one entry exists
for the target node designated in the FILEO4 parameter card.

Error reading RFT table The DSTRIB program could not find any RFT records.
Action: Run F-XREF to create RFT records.
ETL Table Overflow: The number of ETL records exceeded 700.
Action: Expand the ETL table in the DSTRIB program.
Error Reading ETL Table The DSTRIB program could not find any ETL record.

Action: Check FILEO1 via DSPO1 for ETL records. If they are not
present, restore FILEO1.
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Message

Meaning/Solution

No Extract Record Found

The DSTRIB program found that there were no FILEO8 records for
the target node. No data was extracted for this execution of
DSTRIB.

Action: Check to make sure the desired target node is specified in
the DSTRIB control card properly, saying 'lst Record Not Batch
Header'. The DSTRIB program is utilizing FILE20 as input and
has found that the first record on that FILE20 is not an F record.

Action: Check to ensure that the proper FILE20 is being used.

2nd Record Not Packet Header

The DSTRIB program is using FILE20 as input. The second record
FILE20 should be a Header Record (H), but it is not.

Action: Check to ensure the proper FILE20 is being utilized.

Record Length Greater than 846

The DSTRIB program is attempting to write a FILE21 record
greater than 846 characters in length.

Action: Check the record displayed with this error message and
verify the type of record being Distributed.

Error Opening File

The DSTRIB program cannot successfully open FILEO1 and/or
FILEOS.

Action: Check the script to ensure the correct FILEO1 and/or
FILEOS is being utilized.

Non-Numeric Record Length

The segment length on the FILEO8/FILE20 record is not numeric.

Action: Remove erroneous records from FILEO8/FILE20 and rerun
DSTRIB.

Invalid Record Type

The DSTRIB is using FILE20 as input and the record is being
processed in the first position is not equal to A, C, D, F, H, or Z.

Action: Remove the record being displayed with this error and
rerun the DSTRIB program.

Error Searching RFT-TBL

The DSTRIB program could not find the RFT record for the detail
record being processed.

Non-numeric Type 1 Value

The DSTRB program has found a numeric field and spaces.

Action: Examine the record that is displayed with this error and
verify all the numeric fields on this record. Correct the problem
data on the host environment and rerun DSTRIB.

Unknown Char in Byte 35

The DSTRIB program has found an invalid sign byte on a numeric
field.

Action: Examine the record that is displayed with this error and
verify the structure of this signed numeric field. Correct the
problem data on the host environment and rerun DSTRIB.

Error Searching ETL-TBL

The DSTRIB program could not find the ETL record for the detail
record being processed.Error recounting UDS3 TBL
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Message

Meaning/Solution

Error recounting UDS3 TBL

The DSTRIB program was unable to update the target node's
DSRULE records.

Action: Check to ensure that DSRULE table records are present for
the target node's Control 1-2 being processed.

119



Using Distributed Administration

Replication Reception (DSRECV)

The following messages might occur while running this program:

Message

Meaning/Solution

Invalid Run Option Found

The FILEO4 parameter card has an invalid entry.

Action: Refer to Performing Distributed Administration Operations (on
page 55) for the proper options to be used.

1st Record not Batch Header

The DSRECYV program is utilizing FILE21 as input and has found that the
first record on that file is not an F record.

Action: Check to ensure that the proper FILE21 is being utilized and that
there were no file transfer issues in regards to the movement of this file
from the host environment to the local target environment.

2nd Record not Packet Header

The DSRECV program is using FILE21 as input. The second record on
FILE21 should be a header record (H) but it is not.

Action: Check to ensure that the proper FILE21 is being utilized and that
there were no file transfer issues in regards to the movement of this file
from the host environment to the local target environment.

Error Reading RFT Table The DSRECYV program could not find any RFT records.
Action: Run F-XREEF to create RFT records.
Error Reading ETL Table The DSRECV program could not find any ETL records.

Action: Check FILEO1 via DSPO1 for ETL records. If they are not present,
restore FILEOIL.

Error Reading Next Record

The DSRECYV program has attempted to read a record on FILE21, but was
unsuccessful.

Action: Check to ensure that there were no file transfer issues in regards to
the movement of this file from the host environment to the local
environment (target).

Error Opening File

The DSRECYV program can not successfully open FILEOI.
Action: Check the script to ensure that the correct FILEO1 is being utilized.

Non-Numeric Record Lengths

The segment length on the FILE21 record is not numeric.

Action: Remove the erroneous record being displayed with this error
message from FILE21.

Invalid Record Type

The DSRECYV program is using FILE21 as input and the record being
processed in the first position is not equal to A, C, D, F, H, or Z.
Action: Remove the record being displayed with this error and rerun the
DSRECYV process.

Error Searching RPT-TBL

The DSRECV program could not find the RFT record corresponding to the
detail record being processed by DSRECV.
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Message

Meaning/Solution

Unknown Char in Byte 35

The DSRECV program has found an invalid sign byte on a numeric field.
Action: Examine the record that is displayed with this error and verify the
structure of this signed numeric field. Correct the problem data on the host
environment and rerun DSTRIB and DSRECV.

Non-Numeric Value in Type 1

The DSRECV program has found a numeric field that contains a
combination of numeric data and spaces.

Action: Examine the record that is displayed with this error and verify all
the numeric fields. Correct the problem data on the host environment, then
rerun the DSTRIB and DSRECV.

Error Searching ETL-TBL

The DSRECV program could not find the ETL record for the FILE21
detail record being processed.

RFT Table Overflow

The number of RFT records exceeded 2400.
Action: Expand the RFT Table in the DSRECV program.

ETL-Table Overflow

The number of ETL records exceeded 700.
Action: Expand the ETL-TBL in the DSRECV program.

Non-Numeric Value in Comp

The DSRECV program has detected a new numeric character in the middle
of a computational field.

Action: Examine the record displayed with this error message and correct
the data in the host environment. Rerun DSTRIB and DSRECYV for the
target node.

Incorrect Segment Length

The DSRECYV program has determined that the segment length in the
FILE21 record is incorrect.

Action: Examine the record displayed with this error message and verify
the segment length.

121






Glossary

Glossary of Terms

.EXE

A binary file containing a program in machine
language that is ready to be executed.

.INI

A file that contains the parameters (values) used by the
.exe file (program).

360-degree appraisal

Appraisals that include evaluations from an employee's
managers and supervisors, peers, subordinates, and
even customers, clients, and suppliers.

Absence data
Employee-level absence information that is entered on
the absences forms.

Absence point

User-defined number that may be assigned for a
particular absence and that can be totaled over time to
determine if an employee is within the accepted
number of absences for a time period.

Absence type

A classification of an employee absence, such as 'jury
duty' or 'sick'. Employee absences are recorded by date
and absence type.

Account timeout

The period of time that elapses before a user's account
becomes invalid because of inactivity.
Accumulator id

A three-position, alphanumeric identifier for a benefits
accumulator.

Acrobat

A suite of programs developed by Adobe Systems, Inc.
For creating and distributing electronic documents.
Programs in the suite allow you to create a portable
document format (PDF) file for a document. You can
then distribute the PDF file electronically to people
who view the document with their freely distributed
acrobat reader. People viewing a PDF file (or
document) with the Acrobat Reader see the document
with the exact layout intended by the author.

Action button

An action button performs an action such as saving the
information you entered or telling the system you
finished reviewing a page. An action button consists of
an icon (or button) accompanied by underlined text
(link text). For example, at various places throughout
eCyborg Interactive Workforce you may see an action
button displaying a check mark accompanied by the
underlined text 'save changes'. You can click either the
text or the button to save your changes to the page.

Activity code
Describes the clock transaction (ring) activity, such as
clock start or meal end.

Activity types

With the time and attendance solution, you can set up
the system so that an employee or group of employees
may clock in and out for up to eight different activities:
clock-in (1), break 1 start (2), break 1 end (3), meal
start (4), meal end (5), break 2 start (6), break 2 end (7),
and clock end (8).

Actuarial valuation

An examination of a pension plan to determine if
contributions are being accumulated at a rate sufficient
to pay the promised pensions.

Administration home page

The administration page that displays when a user logs
on using his or her administrator user ID and password.
The administration page displays links to individual
administrator pages (eCyborg Interactive Workforce,
Human Resources Administration, Benefits
Administration, and Payroll Administration).

Administrative User ID
User ID created by an administrator with the role of
eCyborg Interactive Workforce administrator. This ID
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differs from the employee user ID generated for the
administrator.

Aggregate tax method

Method of calculating taxes in which year-to-date
income is used to project annual wages (using
prorating), on which taxes are calculated. With this
method, the amount of tax withheld can vary from pay
period to pay period. This method is useful in
preventing a salesperson from being over withheld as
the result of fluctuations in commission over various
pay periods. It is activated on the payroll solution by
selecting aggregate/cumula tax (9) from the
Withholding Method (PR09) option list on the
Employee Tax Record Maintenance form. It is also
referred to as cumulative tax calculation method.

Annualization

Process of calculating the annual amount of pay based
on the number of pay periods and pay period amounts.
Calculated by multiplying the number of pay periods in
the year by the current taxable wages in the pay period.

Annualization factor

The factor that is used to multiply current pay period
wages to determine annual wages. For example, a
monthly pay frequency has an annualization factor of
12. The Payroll Solution typically calculates income
taxes on the basis of annual wages. The annualization
factor is entered by selecting an option from the
Annualization (PP33) option list on the Company Pay
Frequencies form for each pay frequency.

Annuitant
Someone entitled to receive or currently receiving
payments from an annuity.

Annuity
A contract providing an income for a specific period of
time.

Applicant

A person who is applying for a job or position in your
organization. Internal applicants come from within your
organization while external applicants come from
outside of your organization.

Appraisal rating

A method of ranking the performance of an employee
during a given period using options ranging from 1-
outstanding to 5-unsatisfactory.

ASCII

American Standard Code for Information Interchange.
The basis of character sets used in almost all present-
day computers; US-ASCII uses only seven bits to
convey some control codes, space, numbers, most basic
punctuation, and unaccented letters a-z and A-Z.

Ask Me wizard

A natural language, full-text search facility within the
online help. This allows users to type in a question, the
wizard interprets the question, and displays related
topics.

As-of reporting
Ability to report on data for a specified date or date
range.

Audit record

A snapshot of information entered on a form. Audit
records are stored on the employee database and are
displayed on audit reports in an is/was reporting
format. Adjustments and time entries are stored as audit
records and are extracted for a payroll run in which
they update the employee's record.

Audit report

A report that is available after the running of a
program; it lists created records as well as error
messages for records that could not be created.

Audit trail
A report of changes made to your employee database,
such as the Payroll Audit Trail (0101) report.

Authorized absence
Absences that are generally considered as paid time
away from regularly scheduled work.

Automatic plan

A plan that has been defined with a default option and
default pre- or posttax indicator (also known as
core/default plan).
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Average deferral percentage

Percentage used in nondiscrimination and compliance
testing mandated by US law. The calculation is defined
as the contribution divided by the compensation.

Average rating

A rating used for performance appraisal systems with
categories weighted by relative importance, where the
average score reflects the weighted scores.

Back

Takes the user back to the previous page.

Badge

Time and Attendance Administration can be set up to
use two different types of badge readers. The type of
badge your organization uses, is determined by your
third party badge reader software. The two types of
badges are magnetic badges and bar code badges.

Badge error

Occurs when a badge is used to create a clock
transaction (ring) and an employee has not been
assigned to the badge.

Badge number

Up to ten-character ID stored on employee badges and
clock transactions (rings) that tie clock transactions
(rings) to an employee on the Employee Database (on
page 132).

Banner
Banner forms separate groupings on forms produced
from the Federal, State/Local, and Employee Queues.

Batch

A group of transactions submitted to the batch payroll
processing system. Also, a collection of time entries
that corresponds to an employee group, such as
department.

Batch control record

Precedes all transactions separated by group; used to
identify the company to which the transactions in that
group apply. By entering anticipated totals for dollars
and hours on the batch control record, you may verify
your totals against those accumulated by the system.

Batch layout facility
A program that produces a segment layout for loading

forms via batch. This was formerly known as
BATCHL.

Batch number

An alphanumeric field on the batch control record
containing a user-defined value used to identify a
unique group of time entries or transactions.

Batch processing
A processing method that runs in the background and
requires limited intervention.

Benchmark job
A standard or point of reference for determining total
job points.

Beneficiary

A person named by the participant in an insurance or
pension plan to receive any benefit provided by the
plan if the participant dies.

Benefits control number
A four-position, alphanumeric identifier that specifies
which tables are accessed for an organization.

Benefits statement
Report that indicates the coverage and cost of each
benefits plan in which an employee participates.

Big option list
A large option list that includes a search facility. This
was formerly known as a big codeset.

Bridge loan

A loan made to assist a relocated employee in
purchasing a new residence before the sale of their old
residence is complete.

Browser

Software application used to locate and display web
pages. Modern browsers give users access to graphics,
text, and multimedia information, including sound and
video.

Budget plan year
A twelve-month period over which a salary budget is
effective.
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Budget scenario

The result of creating one or more salary plans in order
to see the effect of different increase policies on the
budget.

Budget setting
The process of analyzing and selecting an
organization's salary budget for the coming plan year.

Cafeteria plan

A specific type of flexible benefit plan that allows
employees to select their benefits from a number of
benefit plans. This term may be used interchangeably
with flexible benefits plan.

Calculation option list
An option list that contains calculation formula. This
was formerly known as a calculation codeset.

Candidate
A person who is applying for a job or position in your
organization and is under consideration.

Career planning

Providing career incentives such as advancement and
additional education and training for individual
employees in order to meet projected organizational
needs.

Carrier record
A carrier record supplies information from one
application area to another application.

Case-sensitive

A program that distinguishes between uppercase
(capital) and lowercase (small) letters. A case-sensitive
program that expects you to enter all commands in
uppercase will not respond correctly if you enter one or
more characters in lowercase.

Catalog

A file (with the extension of .cat) that contains all the
information necessary for Impromptu to access and
retrieve information from a relational database. The
catalog provides a business view of the data, as well as
information about what database to access, where the
database is stored, and how the tables in the catalog are
joined in the datamart.

Category code

General term used to refer to the option selected from
category (PPO1 and PP02) option lists on the company
earnings and company deductions forms. It is used to
indicate the type of earning or deduction.

CE/H

Abbreviation for considered earnings/hours.

Change control facility
A facility for updating and comparing your system

control repository. This was formerly known as
MAINTI/MAINTO.

Check box

A standard windows control that displays a yes/no
setting, either checked (yes) or unchecked (no).

Check digit

Unique identifier that is generated by the TBLCHK
program and used by the system to check the table
relationship records.

Checklist

A list of tasks to be performed in sequence. The
checklist displays within the navigator area. Checklists
link tasks and other checklists together to perform work
flow functions. Users can display a checklist by
selecting a checklist icon within the tasks in the
navigator.

eCyborg Interactive Workforce specific—a list of
tasks/pages generally displayed in a chart with hot
spots (links) for the checklist items. The user clicks the
link to access the page.

Checklist item

An item appearing within the navigator when a
checklist is being displayed. Checklist items include
tasks, dialogs and even other checklists.

Checklist item status
Defines the status of a checklist item. These can be:

Available to perform
Required

Not available
Already completed
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Checklist margin
The area of the navigator that displays the checklist
item status when a checklist is being displayed.

Checkmark

If in the done column of a eCyborg Interactive
Workforce checklist, indicates that an item on a
checklist is complete. Can also indicate OK, finished,
submit, and so forth.

Class

A class is an occurrence of a course that is specific to a
location and a date, that is being administered using
Training Administration. For example, 'eCyborg: Using
the Web Client’ on Thursday, December 21, in Chicago
is a class of the course 'eCyborg: Using the Web
Client'.

Class evaluation results

These are the results as entered on the evaluation forms
filled out by the class participants upon completion of
the class. These results are recorded on the class
evaluation results form.

Client data file

File containing information replicated from the System
Control Repository. Used by client workstations to
improve response time, since editing can be performed
locally. May be located on each client workstation or
may be located on a server and be shared by multiple
client workstations on the network. Formerly known as
the Client Control File.

Clock in and out

Also referred to as swipe/swiping the clock. When an
employee uses their badge to record an activity time,
they must pass their badge through the badge reader.
This action can be referred to as clocking in and out.

Clock transaction

Record containing the information needed to create
time entries for payroll processing. Clock transaction
(ring) information includes date, time, and badge
number. A clock transaction (ring) is created when a
badge is swiped through a clock.

Clock transaction warning
Occurs when a clock transaction (ring) time falls
outside of an employee's schedule warning times.

Closing costs
The costs associated with the purchase of a new house.

CLP

Abbreviation for certificates, licenses, and permits.

Codeset

A list of valid code values and associated descriptions
from which you may select an appropriate entry. This is
now known as an option list.

Coefficient
Customer-defined value used in the formula to
calculate a new salary grade midpoint value.

Combined register (2222) report

A report that provides a detailed printout of all
earnings, hours, taxes, and deductions for all the
payments and adjustments made on a payroll run. It is
Report Generator 2222.

Command button
A standard windows control that initiates a command
of sets an option (previously known as push button).

Common tax organization

A method of setting up taxation in an organization in
which all necessary tax specification records are
contained in a single organization. The common tax
organization often handles tax specification records
more efficiently, since it avoids duplication of the
federal tax records and of any state or local records
used by multiple companies.

Communication event

A letter or email that can be triggered automatically or
manually within the system. Communication events are
set up by the system administrator and usually include
data from a form or record.

Compa ratio

The ratio of a given salary compared with the midpoint
of the salary range. The formula is the salary divided by
the midpoint.

Competency
A requisite capacity to perform a single or set of skills
or activities.
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Complement limit

A 'complement limit' is the maximum number of
complement units that can be assigned to a position at
any one time.

Complement position
A 'complement position' is a position that is included in
complement control.

Complement unit

A 'complement unit' is the type of unit used to measure
the value of a position, for example, headcount, fte or
hours.

Compliance
Conformity in fulfilling legal requirements.

Component

The first level of functional organization on the
navigator or menu, such as employee resourcing or
employee development.

Component icon

An icon that denotes the current component. There are
a number of components within the system. Each
component appears as an icon on the navigator.

Component plan
Any plan included under the flex master plan or
grouped together under a group master.

Condition
Predefined criteria that can be added to a report's filter.

Considered earnings

An employee's paid earnings that are to be
accumulated, based on plan rules, for use in
determining credited service or calculations of final
benefits amounts.

Considered earnings/hours (CE/H)
accumulators

Used only in benefits plans to accumulate the earnings
and hours an employee has acquired toward eligibility
for a deferred plan. Accumulators may be retained on a
monthly, quarterly, or annual basis.

Considered hours paid
Actual number of hours for which an employee was

paid and that are to be accumulated based on plan rules.

Considered hours worked

Actual number of hours an employee worked. These
hours are to be accumulated based on plan rules for use
in determining credited service for a plan participant
(or for a non-participant if eligibility has been met).

Consolidated reporting
Option that enables packaged reports to be processed
for all organizations (consolidated).

Customer-defined value used in the formula to
calculate a new salary grade midpoint value.

Context-sensitive help
Information about an object and its current condition. It
answers the question 'what is this?'

Contribution type

The type of contribution being made to a benefits plan.
The system allows for the deduction and accumulation
of up to five different contributions per plan: basic
employee pretax, basic employee posttax, supplemental
employee pretax, supplemental post-tax, and
organization.

Control 1-2

A company or group of employees (now known as an
organization).

Control levels

A hierarchy of values used to determine the breakdown
of an organization for reporting purposes. The values
are user-defined.

Control number

An alphanumeric designation assigned to a table to
define the table records that will be used for each
organization.

Conversion
A method for transferring data from either a manual or
automated system into the system.

Co-ordinator

A coordinator is an instructional institution,
organization or person who administers training
courses.

Core plan
One of the plans that make up the minimum benefits in
which all eligible employees are required to enroll—for
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example, medical and life. Employees who fail to
return enrollment forms with their benefit choices may
be automatically enrolled in the core plans (also known
as default plans).

Cost categories

Cost categories are classifications or divisions used to
separate costs for training into broad groupings, for
example, equipment or operating costs.

Cost types

Cost types are used to further define training costs. For
example, the category of equipment could be further
broken down into the cost type of overhead projector
and monitor rental.

Costing
Projecting the future cost of a benefits plan contribution
for budget purposes.

Course

A course is a separate unit of instruction in a subject
being administered using the training administration
solution. For example, 'eCyborg: Using the Web Client’
is a course. This may be applied to a training course
provided internally or externally.

Course directory
A course directory is a list of all available courses.

CPI

Characters per inch

Credited service

The number of years of employment for which an
employee is given credit for use in determining final
benefits amounts.

Crew

A group of employees who rotate from one schedule
assignment (shift) to another, following a rotation
pattern.

Crew code

A unique, one-character, alphanumeric identifier of a
crew.

Cross-reference keys

Provide direct query access to data within the system
database.

CSL
Abbreviation for Cyborg Scripting Language (on page
129).

Cumulative data

Also called 'to-date data'. includes payroll earning,
deduction, net pay, taxable wage, and tax to-date
figures for employees.

Cursor

A special symbol, usually a solid rectangle or a
blinking underline character, that signifies where the
next character will be displayed on the screen. To type
in different areas of the screen, you need to move the
cursor. You can use the arrow keys or a mouse to move
the cursor.

Customer-defined
Values that depend on an organization-specific
definition--for example, option list.

CYB88X

An English Language root program used to set the
production version switch to on or off, in addition to
other automatic settings.

Cyborg Scripting Language
Cyborg's fourth-generation programming language,
previously called English Language.

Data extract

Method for extracting information from The Solution
Series for the purpose of subsequently loading it into
eCyborg Interactive Workforce databases.

Data load

The process of moving data from one system or media
to another. It encompasses data mapping, data
extraction and conversion, and the actual loading of the
data. Also the method of loading data extracted from
The Solution Series into eCyborg Interactive
Workforce databases using programming scripts.

Data mapping

The process of identifying, comparing, and matching
data (field to field) to be converted from one system or
media to another.

Database
A collection of information organized so that a
computer program can quickly search for and select
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specific pieces of data. Think of a database as an
electronic filing system.

Datamart

Relational tables with a defined structure that have
been designed to automatically accept full datamart
extract data seamlessly.

Deduct credits by plan

A method of distributing flexible benefit credits. The
total monetary value for credits is prorated based on the
employee's pay frequency. Credits are given to
employees as earnings added to their pay; the cost of
individual employee plans are collected through payroll
deductions and listed on the employee's payment stub.

Deduct credits by plan method

A method of distributing flexible benefit credits.
Credits are given to employees as earnings added to
their pay; the individual employee plan costs are then
collected through payroll deductions.

Deduction

An amount subtracted from available net pay.
Deductions can be involuntary (child support or
maintenance) or voluntary (pension plans).

Deduction cycle
A predetermined schedule for taking voluntary
deductions, based on the defined frequency.

De-enroliment
The process of shutting off plan benefits for an
employee for reasons other than a separation activity.

Deferred compensation

Any benefit that is not immediately payable to an
employee, but is instead deferred to a later date. This
term refers to retirement vehicles, including all defined
benefit, defined contribution, stock, and thrift/savings
plan.

Deferred plan

Any benefits plan in which benefits are not
immediately payable to an employee, but are deferred
to some later date. This term refers to retirement
vehicles, including all defined benefit, defined
contribution, stock, and thrift/savings plans.

Delimiter
A character that tells the system where an item of data
ends and another starts.

Dependent
An individual who relies or depends on another for his
or her support.

Dependent number

A unique number in the eCyborg Interactive Workforce
database that identifies an employee's spouse and his or
her other dependents.

Detail page

A page in eCyborg Interactive Workforce that displays
detailed information. Summary pages contain links to
the detail for each record.

Dialog box

A secondary window that appears on the screen to
present information or request input. Dialog boxes are
generally temporary—they disappear after you enter
the requested information.

Disability insurance tax

A tax required by some us states to be funded by
employee-paid contributions to pay all or part of the
cost of disability insurance coverage. On the Payroll
Solution, us state disability insurance tax records are
established as Type 4 taxes.

Disciplinary action
Action taken against an employee for violation of an
organization policy or procedure.

Discretionary increase

A salary increase amount or percentage determined by
a manager according to the guidelines established by
the organization.

Display

Make data or images display on a computer monitor.

Display box
An area on a form in which data is displayed (formally
known as an inquiry field).

Disposable income

For garnishment purposes in the us, an employee's
earnings minus deductions required by state or federal
law.
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Distributed location

A customer location where data changes are replicated
and may be distributed. A DL is identified to the
system by a unique 5-position alphanumeric node ID.

Distribution
The process of passing data from a source DL to one or
more target DLs.

Distribution rules

A set of parameters that determine how data will be
distributed from one DL to another. These are defined
at each DL by the owner using the distribution rules
screens. Distribution rules are stored in tables that are
not replicated (thus, they cannot be distributed).

DL
Abbreviation for distributed location (on page 131).

Double-click
Click a mouse button twice in rapid succession.

Drop-down list
A drop-down list is a view of the acceptable entry
options available for a text box.

Drop-down list box

A standard windows control that displays a current
setting but can be opened to display a list of choices.
The user selects a choice by double clicking on the
choice. The user can type into the field, and the system
moves the list of choices to the last letter typed.

Dynamic SQL

Statements created by a program that must be
interpreted and converted to executable sql statements
at run time.

Earned income credit

A refundable amount that reduces the tax owed by
certain low-income individuals in the us who meet
adjusted gross income levels.

Earning

Money paid in return for work performed or services
rendered. In Payroll Administration, earnings are
separated by earning numbers into various categories
such as regular pay, overtime pay, shift pay, bonuses,
and so forth.

Earnings category

Used to categorize similar earnings. For example, all
the overtime earnings can be grouped into category 01,
all the shift differentials/premiums into category 06,
and so forth.

EBCDIC

Extended Binary Coded Decimal Interchange Code;
binary code for alphabetic and numeric characters
developed by IBM for its computers.

eCyborg Interactive Workforce Home
Button on every page that returns the user to the
eCyborg Interactive Workforce Home Page.

eCyborg Interactive Workforce Home
page

Home page that displays each time employees log on to
eCyborg Interactive Workforce after completing the
new user tasks on the New User Home page.

Effective date
Date on which an event takes place, for example, an
enrollment or benefits plan change.

EIC

Abbrevation for earned income credit (on page 131).

EL

Abbreviation for English Language, now called CSL
(Cyborg Scripting Language).

Electronic Performance Support system
Online tools that help users perform their job quickly
and efficiently. EPSS can include online help,
computer-based training (CBT), electronic manuals,
wizards, and so on.

Email

Literally 'electronic mail'. This is a message that is sent
to one or more people within or outside of your
organization by an automated email software package.

Employee cancellation

An employee cancellation occurs when an employee is
canceled from attending a training class or training
program.
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Employee Database

The file that contains organization and employee
records. This is File02. It was formerly known as the
Master File.

Employee Database record
The complete record for an employee. It may be
composed of multiple physical records.

English Language

Former name of Cyborg's fourth-generation
programming language, now called Cyborg Scripting
Language.

Enroliment form

A customer-defined form used by employees to record
their benefits elections and any associated dependent
and/or beneficiary information.

Entitlement accrual

An accumulation of hours for an employee benefit,
such as sick leave or vacation time, commonly known
as an accrual.

Entity
Each Organization Unit, Job, Position, and Incumbent
is an entity. Together they are entities.

Entry field

An area on a screen or browser page where the user can
input information.

Entry form

An entry form is a form used to enter data.

Environment

The host platform and workstations where your Cyborg
system resides, and any communication protocols.
Also, a work space dedicated to a specific processing
type. For example: development, test, and production.

EPSS

Abbreviation for Electronic Performance Support
system (on page 131).

Establishment Reporting

Establishment Reporting occurs when an employer
with several business locations chooses to file wage
reports, broken down by location or unit, to the Social
Security Administration. Each unit is identified by a
four-character code, called an Establishment Number.

The employer obtains approval from the SSA to use
Establishment Reporting. Establishment Reporting
does not apply to 1099s.

Event

The combination of a trigger (changes made to system
data) and an action (the creation of an email or letter).
Events always consist of these two component halves.

Excused absence
Absences from regularly scheduled work that can be
considered as either paid or unpaid time off.

Extract file
A data file generated to be used by another system or
application.

Federal Insurance Contributions Act

The United States Federal Insurance Contributions Act
imposes two taxes on both employers and employees.
Tax is withheld from an employee's wages to finance
the Old-Age, Survivor's, and Disability Insurance
(OASDI) social security program and the Hospital
Insurance (HI) medicare program. Employers are then
required to match the amounts withheld from
employees. On the Payroll Solution, employee
information for FICA-OASDI social security tax is
entered on tax record 101 and FICA-HI Medicare tax
on tax record 103.

FICA

Abbreviation for Federal Insurance Contributions Act.

Field

A data item on the database. This is usually displayed
on a form as a text box.

eCyborg Interactive Workforce specific—A space
allocated for a particular item of information. A tax
form, for example, contains a number of fields: one for
your name, one for your Social Security number, one
for your income, and so on. Every field has a name
(also called a field label).

Filter
Device used by report to select certain rows of

information from the database, thus limiting the amount
of data from the database to be viewed in the report.
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Finished

Users click Finished when they have completed all
information on a checklist or other £SS page.

Flat rate tax

A US local tax that is calculated as a standard
percentage rate and that is calculated in the same way
for all employees (that is, factors such as marital status
do not enter into the calculation). For many such local
taxes, Cyborg does not provide tax specification
information on the Tax Authority File. Instead, you
need to enter a Tax Specification Record for the tax on
a Tax Specification Information form, indicating the
tax rate in the Flat Rate text box.

Flex credits
Units granted to an employee in order to purchase
benefits under a Flexible Benefits Program.

Flex Master Plan

Defines your Flexible Benefits Program and ties
component plans together as a group. Employees are
enrolled in the Master Plan and then select the benefit
plans in which they wish to participate—for example,
medical, dental, and life. Flex master plans are set up in
Benefits Administration and used by eCyborg
Interactive Benefits to display benefit plans to users for
initial and open enrollment.

Flex plan

A benefit plan where, in addition to a core of basic
benefits (if applicable), the organization/company
allocates to each employee a credit for purchasing
additional benefits tailored to their individual needs.
Flexible benefit plans may include a flexible spending
account.

Flexible Benefits Plan

A specific type of benefit plan that allows employees to
select their benefits from a number of benefit plans.
This term may be used interchangeably with cafeteria
plan.

Flexible Benefits Program

A benefits program in which an organization may
allocate to each employee a pool of credits or a
monetary amount that is to be used to purchase benefits
tailored to individual needs.

Flexible Spending Arrangement

A benefits welfare plan set up as an account in an
employee's name that is used to reimburse the
employee for certain personal expenses. In the United
States, these accounts are provided by employers as a
way for employees to pre-fund dependent care, legal
services, or medical expenses with pretax currency.

Folder

Logical organization device for the content of a Cognos
catalog.

Form

A window of information that appears within The
Solution Series, including text boxes and other
controls. This was formerly known as a screen.

Form area
An area of the window that contains a form.

Form Builder

A tool provided by Cyborg Systems for use with The
Solution Series for designing forms.

Formal education

Education that is obtained from a college or university.

Forward
Displays the next page.

FSA

Abbreviation for Flexible Spending Arrangement.

FTE

Abbreviation for Full Time Equivalent.

FTP

File Transfer Protocol. A means of allowing a user on
one computer to transfer files to and from another
computer over a network

Full Time Equivalent

The ratio of total working time to the time that
represents full time employment for a single employee.
For example, an FTE of 0.5 means working half of the
time that represents full time employment.

Funeral days
Absences from regularly scheduled work due to a
funeral, which at the discretion of the organization, can
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be considered as authorized or unauthorized, paid or
unpaid time off.

Gap analysis

Comparison of a current state of being with a desired
state of being. For example, you could perform a skill
or competency gap analysis on individual employees or
on the workforce as a whole, comparing the existing
state of skills and competencies with the required state
or level of skills and competencies.

Garnishment
A legal procedure authorizing a deduction from an
employee's earnings to satisfy a legal requirement.

General ledger interface

A file that provides a balanced payroll journal for the
period. This file contains journal entries for labor
expenses, withheld deductions, income, disability, UL,
and other withheld taxes, net pay, and company-paid
taxes. The interface may also be produced on paper.

Go to details
Displays a new page with detailed information. Used
on summary pages.

Graphical User Interface

The Solution Series provides integrated human
resource and payroll functionality via the Microsoft
Windows Graphical User Interface. These are the
elements that display on your screen.

Grievance

A formal complaint made by an employee against the
organization usually because of an unsatisfactory
working condition or other work-related dispute.

Gross wages
The total of all earnings paid to an employee.

It is stored in the Total Pay (field 119 of the US Tax
Authority File) field of the employee's US FICA tax
record 101 (FICA-OASDI). This figure appears on the
Combined Register (2222) report as Total Pay. It does
not appear on US W-2 forms.

Group box
A standard Windows control that groups a set of
controls.

Group plan

Defines any number of benefit plans tied together as a
group. Group plans are used to define common
eligibility and to cluster plans for reporting purposes.

GUI

Abbreviation for Graphical User Interface.

Handicap

Having a physical or mental disability that substantially
limits activities especially in relation to employment or
education.

Health and safety profile

Data on the employee record that includes information
such as the employee's blood type, language, physician,
emergency contacts, and any disabilities.

HED

Acronym for Hours, Earnings, and Deductions. Each
earning or deduction must be established in The
Solution Series with a unique identifying three-digit
code. HEDs are used to record pay, hours worked, and
deduction amounts and arrears for each employee.

Help

Hot spot on an eCyborg Interactive Workforce page
that displays step-by-step directions for completing the
page.

History record
Part of an employee's payment history; a snapshot of a

check paid to an employee or an adjustment made to an
HED or tax.

Holiday days

The time off that all employees are entitled to based on
the decision of the organization or government
regulation.

Home page

The main page of a Web site that generally serves as an
index or table of contents to other documents stored as
pages on the site.

HTML

Abbreviation for HyperText Markup Language, the
authoring language used to create documents on the
World Wide Web. HTML defines the structure and
layout of a Web document by using a variety of tags
and attributes.
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Import facility

A tool delivered with The Solution Series that moves
data from an external source to any organization or
employee form.

Import record
A line in a spreadsheet or delimited file that contains
employee or company data.

Inactive plan
A benefits plan that no longer allows employee
enrollment.

Inactive tax record

An employee tax record that is no longer in effect for a
given employee. Neither wages nor taxes are
accumulated for the particular tax record. However, any
wages and/or taxes already accumulated remain until
clearing is performed. Such clearing is usually
performed in preparing the Employee Database for a
new year. The inactive records can be deleted at this
time. The process of making a tax inactive is called
deactivating.

Incumbent

An incumbent is an employee linked with a specific
position. The linking of an employee with a Position is
an incumbency. An employee may be linked to more
than one position; in other words, an employee with
multiple incumbencies. A position to which more than
one employee is linked has multiple incumbents.

Information-level security
These records grant access to employee and table data
via specific password records.

Initial Administrator

Only user whose user ID and password are created
during installation. The initial administrator always has
authority to all administrative functions: eCyborg
Interactive Workforce, Human Resources
Administration, Benefits Administration, and Payroll
Administration, and can assign administrative roles to
others by creating administrative user IDs and
passwords.

Initial passwords

Password generated by eCyborg Interactive Workforce
for each user ID extracted from The Solution Series.
Users must create a user-defined password when they

log on to eCyborg Interactive Workforce for the first
time.

InitialAdmin
See Initial Administrator.

Inquiry form
A inquiry form is a form used to view data already
entered.

Instructional text
Any paragraph(s) on the page that explain the function
of the page or fields to the user.

Internal candidate
An employee of your organization who is applying for
another job or position in your organization.

Internet
A global network connecting millions of computers.

Intranet

A network belonging to an organization, usually a
corporation accessible only by the organization's
members, employees, or others with authorization and
used to share information.

Investment funds

Different options or accounts available to employees
for allocating their contributions, usually applicable to
thrift/savings plans.

IPEDS

Integrated Postsecondary Education Data System.

Job assighment
A job associated with a particular employee.

Job code
A designation for a job assignment.

Job streams
A generic reference, Job Control Language, for your
operating system's command language.

Alternately: Jobstreams

Job type
A generic category that further defines a particular job.

Jury duty
This is compulsory service on court appointed juries.
Employers are required by law to excuse jury duty
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related absences. They are not, however, required by
law to pay the employee during this time away from the
job.

Label
Text that describes the information the user enters into
the field.

Labor record

A record containing the hours, amounts, associated
charge-to control levels, and function assigned on the
employee's Payroll Home Location/Pay Allocations
form.

Leave of absence

Occurs when an employee leaves the organization for a
period of time, usually temporary, for personal reasons
such as medical leave.

Log off
Logs the user off the system. When referring to the Log
Off button, use initial caps.

Logical Employee Model

A collection of default employee information that is
used to create a model. Logical Employee Model
templates are used when hiring new employees to save
time and ensure that critical information is established
consistently and correctly. These were formally known
as LMODELs.

LPI

Lines per inch

Mailing address
An address, other than your legal residence address, to
which you have your mail sent.

Maintenance payroll run

A maintenance payroll run automatically updates
organization and employee records, but it does not
process time entries or generate payments, pay slips, or
deposit advices. It is also used to create payment
history records.

Major activity

Event that causes a change in an employee's
employment status, such as a new hire, termination, or
rehire.

Mandatory field
A field that requires the user to enter information
before the user can exit the screen or page.

Map file
Stores the predefined relationships between an import
file and a form.

Mass time entry creation
Creating time entries for a group of employees through
one program execution, such as for a paid holiday.

Master File (0202) report

A Cyborg report that produces a formatted display of
the data in an employee's current batch Employee
Database record. This includes the wages and taxes
accumulated for the employee, covering current,
month-to-date, quarter-to-date, and year-to-date
information for individual tax codes. It is report
generator 0202.

Matrix ID

Unique identifier for each pay-for-performance matrix.

Menu
A list of choices; the choices are generally links that
take the user to another screen or page.

Menu bar item
A menu that appears on the menu bar.

Message area

An area of the window that contains messages or
selection lists relevant to the current form. The
Message Area can be turned on or off.

Method code

One of many specific routines (usually delivered by
Cyborg and identified by a two-character code) used to
calculate earnings and deductions.

Midpoint

The middle of the span of currency from the minimum
to the maximum of the employee salary grade.
Minimart

Relational tables you create so you can insert data from
your Subset data extractions.
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Monetary perquisites
A privilege or profit that an employee is entitled to that
is incidental to regular wages or salary.

Moving expenses
The expenses incurred by an employee due to moving
from one location to another for employment purposes.

Multiple master

A file compression technique that duplicates the current
employee Permanent Master Record as many times as
there are payments to that employee during one pay
period. These multiple masters are detail records
reflecting the amounts for the payment being made
(current), and the adjusted MTD, QTD, and YTD
totals. The system uses multiple master records to
create history records showing the current payment
figures only.

Navigation bar

In eCyborg Interactive Workforce the Navigation bar
shows the name of the page you are using, for example,
'Mailing Address'. The top line of the Navigation bar
shows the path you took from the Home page to reach
the present page. Links on the Navigation bar let you
return to the home page or log off the system.

Navigator

Left pane of the work area which forms the main
method of moving through the forms. From the
Navigator users select the component, process, and task
in which they are interested.

Net credit method

A method allocating flex credits. An employee's cost of
benefits is calculated as either a net cash earning or a
net deduction from the employee's pay. The net amount
is the difference, either plus or minus, between the
credits allocated to the employee and the cost of his or
her flex benefits choices.

New hire
Process of hiring a new employee for your
organization.

New user

A user of eCyborg Interactive Workforce who has not
yet completed reviewing and updating their personal
information on the New User Home page.

New User Home page

Home page that displays for new users of eCyborg
Interactive Workforce until they complete reviewing
and updating their personal information.

Node
A Distributed Location.

Node ID
A unique 5-position identifier for a node. The naming
convention is defined by the user.

Number registered

This is the number of employees registered for a
training class. It is updated and displayed on the Class
Schedule form.

Object

Each System Control Repository record type is
assigned an object code. A single record type can have
several object codes assigned to allow limited display.

Object key

A field that allows you to specify the System Control
Repository record group you want to display. The value
of this field is dependent on the type of information you
want to display.

Obsolete plan
A benefits plan that will no longer be used.

Off cycle

An off-cycle payroll run is an additional payroll for the
period just completed. An off-cycle payroll run is
commonly used to process nonstandard payments, such
as bonuses. It is sometimes referred to as an additional
or bonus payroll run.

Online

Turned on and connected, for example, printers are on-
line when they are ready to receive data from the
computer. Users are considered on-line when they are
connected to a computer service through a modem.
That is, they are actually on the line.

Open enroliment

A period of time during which employees can enroll in
or change their benefit choices for the upcoming year,
generally in October or November.
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Operator ID
A four-character code that identifies the user to the
system.

Option
An item in the option list for a field. This was formerly
known as a codeset item.

eCyborg Interactive Benefits and Benefits
Administration specific—In Benefits, the plan coverage
that an employee selects, such as single or family
coverage.

Option button

A standard Windows control that allows you to select
from a fixed set of mutually exclusive options
(previously known as radio button).

Option list

An option list is a list of options that are available
within a Text box. This was formerly known as a
Codeset.

eCyborg Interactive Workforce specific—Options
available in The Solution Series that the eCyborg
Interactive Workforce administrator loads in to
eCyborg Interactive Workforce. The options are then
available in the drop-down list boxes in eCyborg
Interactive Workforce.

Organization

A group of employees who are employed in a common
structure, governed by the same set of rules or policies,
and eligible for the same earnings and deductions For
example, your organization may be structured into parts
that represent employee groups such as active, union,
retirees, applicants, and so forth.

Formerly known as a company or Control 1-2.

Organization Level 3

A customer-defined value used to determine the
breakdown of an Organization for Human Resource
reporting or selection purposes. This control level may
be translated to a division, plant site, section, and so
forth, as defined by you.

Organization Level 4

A customer-defined value used to determine the
breakdown of an Organization for Human Resource
reporting or selection purposes. This control level may

be translated to a division, plant site, section, and so on,
as defined by you.

Organization Level 5

A customer-defined value used to determine the
breakdown of an Organization for Human Resource
reporting or selection purposes. This control level may
be translated to a division, plant site, section, and so on,
as defined by you.

Organization Level 6

A customer-defined value used to determine the
breakdown of an Organization for Human Resource
reporting or selection purposes. This control level may
be translated to a division, plant site, section, and so on,
as defined by you.

Organization Number

A six-character user-defined code that represents an
organization; the highest level of the organizational
structure in Payroll Administration.

Formerly known as a Control 1-2.

Organization Unit

An organization unit ('Org Unit') is a grouping of
Positions within an organization (for example,
Accounts Department).

Organization Validation table
A table that validates that an organization is valid and
payments can be made.

Organization-specific tax setup

A method of implementing Tax Specification Records
in which each organization involved in tax processing
contains all the specification records required to
process taxes for its employees, as opposed to a
common tax organization.

Override file
A file used to maintain COBOL or Report Generator
changes to the system.

Packaged reporting
A processing mode in which a job is scheduled to be
run at a certain time.

Paid absence
Employee absence that will be paid by the organization.
A time entry will be created for this absence.
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Parallel run

The process of executing the same programs
simultaneously on two separate systems to obtain the
same or similar results.

Parameter form

A form that is displayed when certain programs are
called from the Navigator or menus. The form
facilitates entering parameters for the program.

Password

A secret series of characters, generally user defined,
that enables you to access a computer, a software
application, or a file. On multi-user systems, each user
must enter his or her password before the computer will
respond to commands.

In eCyborg Interactive Workforce, the password
ensures that unauthorized users cannot access user-
specific information.

Password aging

The period of time that elapses before a user-defined
password expires and the user must change his or her
password.

Pay allocation

A means of allocating, on a percentage basis, employee
labor hours and amounts to multiple sets of control
levels 3 through 6 and function to accurately reflect
employees whose labor must be charged to more than
one area within an organization.

Pay document
A pay slip or deposit advice with its associated pay
stub.

Pay frequency

The interval at which a group of employees is paid.
Examples are weekly and semimonthly. Also referred
to as a payroll period.

Pay schedule

A predetermined schedule for a calendar year,
identifying period-end and payment dates for each pay
frequency.

Pay stub

A preprinted form, corresponding to a check or deposit
advice that lists all earning, gross pay, taxes, deduction,
and net pay information for an employee.

Pay-for-performance matrix

Chart representation of the variables that result from
the combination of salary increase information, how
much to give and when.

Payment history record

A record documenting the detail information for a
payment or adjustment. Multiple payment history
records may be generated for an employee, reflecting
multiple adjustments or payments. These records
include all earning, deduction, and tax information
included in the payment or adjustment.

Payroll home location

The location where the employee is normally assigned
to work and where labor distribution information is
charged. An employee's home location comprises
specific Payroll Levels and is always assigned
Allocation Number 01 on the Payroll Home
Location/Pay Allocations form. The Function field may
also be used as part of a home location, depending on
your specific requirements.

Payroll Level 3

A customer-defined value used to determine the
breakdown of an organization for Payroll reporting or
selection purposes. This control level may be translated
to a division, plant site, section, and so forth, as defined
by you.

Payroll Level 4

A customer-defined value used to determine the
breakdown of an organization for Payroll reporting or
selection purposes. This control level may be translated
to a division, plant site, section, and so on, as defined
by you.

Payroll Level 5

A customer-defined value used to determine the
breakdown of an organization for Payroll reporting or
selection purposes. This control level may be translated
to a division, plant site, section, and so on, as defined
by you.

Payroll Level 6

A customer-defined value used to determine the
breakdown of an organization for Payroll reporting or
selection purposes. This control level may be translated
to a division, plant site, section, and so on, as defined
by you.
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Payroll period
A defined period of time for which an employer pays
wages to employees.

Payroll Process Control

A series of forms used during the Payroll Process to
determine the type of run (payroll run or maintenance
run). Allows you to specify the pay frequencies to be
paid and which reports are to be produced.

Payroll run

Updates organization and employee records, processes
time entries, calculates employee pay, generates pay
documents and payroll reports, including the Combined
Register. It also produces a variety of special interface
outputs.

PCL

Printer Control Language

PDF

A file format that captures formatting information from
a variety of desktop publishing applications, making it
possible to have formatted documents appear on the
screen and be printed. To view a file in PDF format,
you need Adobe Acrobat Reader, a free application
distributed by Adobe Systems.

Peer-group appraisal

Appraisal that uses performance evaluations completed
by an individual employee's co-workers or project team
members.

Pending de-enroliment segment

Plans for which an employee is enrolled, but has lost
eligibility, as listed on the Pending Plan
Enrollment/De-Enrollment form.

Pending eligibility segment

Plans for which an employee is eligible but not
enrolled, as listed on the Pending Plan Enrollment/De-
Enrollment form.

Performance appraisal
A periodic assessment and ranking of an employee's
skills and accomplishments.

Performance appraisal rating
A method of ranking the performance of an employee
during a given period using options ranging from

1-Outstanding to 5-Unsatisfactory.

Performance rating

A method of ranking the performance of an employee
during a given period using options ranging from 1-
Outstanding to 5-Unsatisfactory.

Performance-related pay
Monetary payments made to employees based on how
well an employee has fulfilled job expectations.

Perquisites
Property or privileges extended to an employee.

Personal days

Authorized absences that are generally considered as
paid time away from regularly scheduled work, but can
be either paid or unpaid.

Phonetic keys
The keys you use to access employee data using the
phonetic spelling of an employee's last name.

Pixel
The smallest rectangular area of an image on a screen.

Plan deactivation
A process that makes a plan inactive and prevents
future employee enrollment.

Plan ID
A three-position, alphanumeric identifier for a plan in
the system.

Plan shutdown
The process of de-enrolling an employee from all
benefits plans because of a separation activity.

Plan year
The 12-month period over which a salary budget is
effective.

eCyborg Interactive Workforce specific—The calendar,
policy, or fiscal year in which the records of a Benefits
plan are maintained.

Policy tables

Highest level tables that are used to record the generic
(or master) rules for an organization or group of
employees. These included your organization's rules
relating to working time procedures, such as clocking
in and out, docking for lateness, and overtime. Each
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policy consists of a Policy Master table and one or
more Policy Activities table.

Pop-up menu

A menu that appears when you use the second mouse
button within the system. This menu contains context
sensitive commands and options that relate to the object
you have clicked on.

Portable document format
See PDF.

Position
A specific role with an organization—for example,
Accounts Manager.

Alternative definition: to place an object in a specified
location.

Position Administration Control Number
Two-character alphanumeric value that tells Position
Administration which tables to use for a specific
company.

Position complement

A 'Position complement' is the value of a Position. The
organization complement is the total value of all
Positions included in the complement.

Position in range

The difference between a given salary and the
minimum of the salary range, divided by the difference
between the range's maximum and minimum, and
expressed as a percentage.

Posttax
A contribution made after taxes have been withheld
from earnings.

Premium

The amount of money an organization agrees to pay an
insurance company for a policy or annuity, or the
amount contributed by an employee to the employer to
cover the employee's portion of the total premium.

Prenotification

Informing a bank or credit union that an employee will
be using direct deposit with them in the future. Cyborg
recommends that you fill out the Direct Deposit
Information form two pay periods in advance of the
first deposit date. This ensures that a prenotification

record is provided to the bank or credit union in a
timely manner.

Pretax
A contribution made before taxes have been withheld
from earnings.

Primary account

The account set up in eCyborg Interactive Workforce to
receive an employee's pay or reimbursement checks.
After deductions and deposits to additional (secondary)
accounts, the remainder of pay is deposited into the
primary account.

Process

A subset of a component that logically groups tasks on
the Navigator or menu. For example, the process
'Maintain Employee Details' contains tasks such as
'‘Basic Employee Information' and 'Personal
Information'.

Alternate definition: An action that brings about a
result.

Process bar
The graphical representation of a process on the
navigator. Each process bar is within a Component.

Program

A program is a series of classes being administered
using Training Administration. For example, 'The
Cyborg Training Schedule for January-June 1996' may
be a program consisting of eight different classes.

Alternative definition: a form or other program within
the system, accessed directly from the Command dialog
box. For example, form EF-SCR is a program.

Protected amount

The amount of disposable income protected from
garnishment in the US This amount may vary from
state to state.

Prototype HED

An HED defined on a benefits form for use in
recording employee/organization contributions when an
employee is enrolled in a benefits plan. This allows the
setup and maintenance of payroll deductions using
Benefits Administration.
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Provider
A provider is an instructional institution, organization,
or person who is available to teach training courses.

Push button
A button on the interface which appears depressed
when clicked on (now known as command button).

Quartile

Points that represent the division of a salary grade
range into four equal parts.

Query alternate keys
The keys you use to access the employee master record
in an order other than by primary key.

Query primary keys
The keys you use to direct your QUERY program to a
record type.

Quick Hire

The process of hiring an employee by entering one two-
panel form with the required data elements rather than
entering a series of forms.

Radio button

A button on a form that selects an option, the radio
buttons that make a field are mutually exclusive (now
known as an option button).

Recall
Return a laid-off employee to active status, usually with
no affect to benefits.

Reciprocal taxation

Reciprocal tax withholding refers to agreements made
between US states and (or) localities regarding income
tax calculation and reporting for compensation paid to
an employee who lives in one state or locality and
works in another.

Record
A complete set of fields, such as the fields that make up
a tax form or a name and address record.

Alternate definition: To set down for preservation in
writing or other permanent form.

Recruitment
Process of finding and hiring new employees who meet
the needs of your organization.

Recycle File

POSIN; A file that contains employee data and pay
document information required for payment
reconciliation. It also contains time entries to be
processed and paid at a later date. This file is used to
pass data to the next payroll or maintenance run.

Registration
Registration is the act of enrolling an employee in a
class.

Registration number

A three-digit registration number is assigned to
employees for tracking purposes when they register for
a training class. This enables the order in which the
employees registered to be viewed.

Rehire

The process of hiring a former employee of your
organization. Typically, a break in service is incurred
and benefits must start over (usually requiring a new
adjusted seniority date if used in benefits tracking).

Reimbursement account

The account into which employee's travel and other
expense type reimbursement checks are directly
deposited.

Reinstatement

The process of returning a former employee to active
status within a certain time period (such as 90 days),
thus qualifying the employee to have certain benefits
restored to the original hire date.

Reject time

The point at which an error condition will occur. An
error condition must be manually corrected/approved
and approved before a time entry can be generated by
the system.

Relocation

The process of moving an employee from one
organization to another geographic location, whether
the move be domestic or international. This process
also applies to applicants who are being relocated as
part of the hire process.
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Remaining net pay

The 'bucket' of money that is left after all employee
deductions and taxes have been taken from the
employee's gross pay. This 'bucket' of money can then
be used for multiple deposits if the enterprise sets up
multiple deposit HEDs.

Replication

The automatic process of writing changes made in the
Employee Database and option lists and tables in the
System Control Repository to the Replication Holding
File (FILEOS).

Replication Application

English Language program (DSAPLY) that reads
records from the Replication Packet File (FILE20)
produced by the Replication Reception program
(DSRECYV) and updates the System Control Repository
and Employee Database accordingly.

Replication Distribution

Two COBOL programs that work together to distribute
and receive updates. The Replication Distribution
Program (DSTRIB reads either the Replication Holding
File (FILEOS) or a Replication Packet File (FILE20),
selects data applicable to a specific DL and writes all
necessary data to a new output-only Replication Packet
File (FILE21). The resulting FILE21 will be processed
on the remote DL via the DSRECV Replication
Reception program.

Replication Holding File

FILEOS. This file contains additions, changes, and
deletions to the System Control and the Employee
Database. Data is distributed from and written to this
file, based on the data distribution rules configured for
the target DL by the source DL.

Replication Packet File

(FILE21/20). This file contains data changes and is
created specifically to update a target DL. This
information may include Company/Employee data,
tables and option lists, and time entry and adjustment
records.

Report

The term report refers to a report produced on paper.

Report Generator
A program that produces the batch payroll and the
batch payroll reports.

Report Group
A series of packaged reports that are created using the
Report Group Activities form and are run together.

Report Group Scheduler
This is the program that allows you to schedule reports.
This was formerly known as the Report Scheduler.

Report parameters
Specific guidelines for determining the information to
be processed by a given report or program.

Requisition

A formal request to fill a vacancy or vacancies.
Requisition candidate

A candidate for a vacancy represented on a requisition.
Requisition limit

A total unit value of a requisition.

Requisition unit

The value of a requisition expressed as an FTE, hours,
salary or headcount.

Retirement
Occurs when an employee retires from the
organization.

Return
The activity of an employee returning as an employee
to active status, usually following a leave of absence.

Alternative definition: key on keyboard used to
perform a carriage return, can also be known as Enter.

Review process

A method used by an organization to evaluate an
employee's salary or performance in a standard, timely
manner.

Roll-up reporting
Option that enables packaged reports to be processed
within organizations (roll-up).

Rotation pattern
A way of describing the working pattern for a group of
employees (crew) who regularly work different shifts.
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A crew is a group of employees who together regularly
work the same schedules according to a rotation
pattern.

Safety standards
Legally-mandated workplace safety standards.

Salary budget record

Defines, for each employee, the budgeted increase
amount, percentage, and effective date for a specific
salary plan year, and the prorated effect of this increase
on the budget in terms of amounts and percentages for
each employee.

Salary grade
A range of salary amounts associated with a particular
job.

Salary grade range
A range of salary amounts associated with the salary
grade for a particular job.

Salary plan

A set of rules or guidelines used to budget for salary
increases for the coming year.

Salary plan year
A 12-month period over which a salary plan is
effective.

Salary range
The span of salary amounts from the minimum to the
maximum of the employee salary grade.

Salary review
A periodic evaluation of an employee's compensation.

Salary review authorization form
Hard copy format of the employee criteria necessary to
review and approve proposed salary increases.

SAT file

The Solution Series form appearance table. Simple text
file that reflects the form's layout.

Save Changes

Saves the page (form) the user completed. (When you
click 'Save Changes', eCyborg Interactive Workforce
saves the information on the page whether or not the
user made changes.)

Schedule Activities table

Identifies activity types for each point in a work day
where the process of clocking in and out should be
dealt with. Each Schedule activity also contains time
parameters that will be used to calculate whether an
employee will be docked or credited time.

Schedule assignments

Also referred to as a schedule. This term refers to the
details of the Schedule Master tables to which an
employee is assigned. These details include the date the
assignment took place, the Schedule Number and Sub-
Schedule Number, and (if applicable), the crew to
which the employee is assigned.

Schedule error
Occurs when a clock transaction (ring) time falls
outside of an employee's schedule reject times.

Schedule Master table

Used to set up your organization's Time and attendance
rules (such as HEDs and the minimum number of hours
an employee must work before a meal deduction is
made). A Schedule Master table is associated with a
Calendar Routine, earnings Code, and Shift Premium
table by entering the appropriate identifier.

Schedule number
A unique three-character alphanumeric identifier used
to partially identify a schedule table.

Screen
Now known as a form.

Scroll bar

When information on a page takes up more than one
screen of your monitor, the system adds scroll bars to
the right side of the screen. On the scroll bar:

B Click the up arrow to move line by line to the top of
the page

B Click the down arrow to move line by line to move to
the bottom of the page

B Click the double arrows to move several lines up or
down the page

Click and drag the bar in the scroll area to manually
move up or down the page.
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Search argument

The value from an employee's master record used to
search benefits tables to apply plan rules to specific
groups of employees.

Search type
The definition of a field from an employee's master
record to use as the search argument.

Secondary account(s)

Additional account or accounts at financial institutions
that employees set up in eCyborg Interactive
Workforce receive a portion of their pay. A primary
account must be defined before an employee can set up
additional accounts.

Security Officer

The assigned employee who is responsible for the
setting up and monitoring of the security your Cyborg
system.

Self-adjusting taxes

Taxes for which the system automatically recalculates
the tax on a cumulative year-to-date basis on each
payroll run.

In the U. S. these include FICA taxes: Social Security
(tax record 101) and Medicare (tax record 103). The
purpose of this calculation is to avoid any differences
(of pennies) in FICA tax paid versus FICA tax due at
year-end due to rounding on a pay period basis. In
addition, certain state disability taxes and employee-
paid state unemployment insurance taxes also self-
adjust.

Sequential Master File

P20IN; The batch processing version of the Employee
Database. This file contains organization and employee
data, tax tables, and the object code for programs.

Service interruption
A period of time during which an employee did not
maintain an active working status in the organization.

Service method

A calculation option list that determines the method for
calculating credited service.

Session

When users log onto a software application, they begin
a session. When they log off, they end the session.

Alternate definition: The period of time during which
a class is held.

Shift

An employee schedule assignment for a given day. For
a rotation pattern, this is a Sub-Schedule Number.

Alternative definition: key on keyboard, typically
used to describe key combinations for a shortcut key.

Shift premium

A premium (or differential) added to an employee's
regular earnings, overtime earnings, or both. It is
represented by a shift code or HED Number.

Shortcut menu

A menu that appears when you right-click within The
Solution Series 4. This menu contains context-sensitive
commands and options that relate to the object (form,
Navigator, and so on) on which you have clicked.

Sick days

The time off that an employee is allowed to take due to
illness as a result of an employment contract or
organizational policy.

Solution View

An online utility that provides the tools for creating
new forms, fields, and report programs without the
direct use of Cyborg Scripting Language.

Source DL

The node that owns the data being distributed.
Depending on the rules established, the same DL can
alternate from source to target.

Special assessment

Extraordinary or temporary taxes, such as additional
employer-paid or employee-paid contributions to state
unemployment programs or to mandatory health
insurance programs.

Spinbox

A control on the interface composed of a text box and
increment and decrement buttons that allow you to
adjust a value from a limited range of possible values.

Spreadsheet application

Software for recording ledger entries, creating
worksheets, graphing data, and other accounting
functions.
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Standalone Time and Attendance

Customers who are using the Cyborg's Time and
Attendance Administration but not the Cyborg's Payroll
Administration.

Static data
Includes organization and employee information, such
as name and salary.

Static SQL

Data Definition Language (DDL) and Data
Manipulation Language (DML) statements embedded
in application programs.

Status bar

The bar that appears at the bottom of The Solution
Series window. The Status Bar displays useful
information, such as your current session number, the
currently displayed organization and employee, and so
forth.

Statutory employee

Any of the four categories of workers who are
independent contractors under common law and are
treated by statute as employees. These include:

(1) a driver who distributes beverages (other than milk)
or meat, vegetables, fruits, or bakery products; or who
picks up or delivers laundry or dry cleaning, if the
driver is your agent or is paid by commission.

(2) certain types of full-time insurance sales reps

(3) an individual who works at home on materials
supplied by you that must be returned to you

(4) certain full-time traveling or city salespeople.

Social Security and Medicare (FICA) taxes may or may
not be withheld. Income taxes are not withheld from a
statutory employee. A statutory employee will receive a
W-2 with the ‘Statutory Employee’ box checked.

Sub-schedule number

A two-digit numeric text box used to further identify a
schedule table.

Succession planning

Finding and developing employees for placement into
identified key positions that are expected to become
vacant sometime in the future.

Summary page
To help you see information at a glance, eCyborg
Interactive Workforce uses summary pages. The

summary page displays a short view of detailed
information. For example, all your emergency contacts
appear on a summary page. You delete the contact or
proceed to the detail for the contact from the summary

page.

Summary plan
A customer-owned description of a benefits plan.

Supplemental wages

Wages that are separate from regular earnings may be
classified as supplemental wages and taxed using the
default method. The default method means using a set
percentage specified by the tax authority. Examples of
such earnings are bonuses and commissions.

Surplus
A 'surplus' is an exceeded complement position.

System administrator

An individual responsible for maintaining a multi-user
computer system, including a local-area network
(LAN). Typical duties include:

Adding and configuring new workstations

Setting up user accounts

Installing system-wide software

Performing procedures to prevent the spread of viruses
Allocating mass storage space

System Control Repository

This is the file that contains system definitions for The
Solution Series, (FILEO1).This was formerly known as
the Control File.

System Generator

A type of Report Generator that performs system
functions, such as defining data elements and system
messages.

Table

Contains an organization's rules and policies and
controls what actions take place at the employee level.

Alternative definition: means of displaying
information in columns and rows.

Table Definition Record

Table containing data about the Position
Administration table records, including the location of
keys to associated tables.
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Target DL

The node that receives the data being distributed.
Depending on the rules established, the same DL can
alternate from target to source.

Task

The lowest level of organization on the Navigator or
menu, generally equivalent to a form. checklist, or
dialog.

Task icon
An icon denoting a task. Task icons describe the type of
task, including Forms, Checklists, Dialogs and others.

Tax authority

A government agency to which an employer and
employee has statutory tax obligations. The tax
authorities for which you handle taxes exist at the
federal, state/province, and local levels.

Tax Authority File

A Cyborg-supplied file that contains all the tax-specific
information needed to calculate taxes for tax
authorities. This includes wage-bracket tables for
different marital statuses and information relating to
allowances and standard deductions. The sources for
the contents of this file are tax specifications published
by the various tax authorities.

Tax code

The three-character to seven-character Cyborg-supplied
reference code that identifies a tax and that serves as
the link between the Tax Specification Record and the
employee tax record.

Tax Maintenance File

One of the two Cyborg-supplied tax files. A Tax
Maintenance File is a file issued by Cyborg in
conjunction with a Tax Update Bulletin (TUB). It
contains all the tax specifications that are being updated
in the bulletin, in the form of tax specification
transactions. These transactions are typically used as
input to the batch maintenance run in which tax updates
are applied.

Tax specification

Each tax authority publishes tax specification
information that specifies how each tax must be
administered. This information specifies how
employers should calculate taxes and how taxes should

be withheld from employees (if withholding applies).
The tax specifications can be in the form of tax
formulas and (or) tax tables.

Tax Specification record

A record on your Employee Database that contains the
tax specifications for a tax. The record contains all the
information, as obtained from the governmental
authority, needed to calculate tax amounts for the tax.
The record may contain more than one tax; for
example, US state Tax Specification records contain
information for both state income tax and state
unemployment insurance. Once a Tax Specification
record is activated, tax specification information from
the Cyborg-supplied tax files can be loaded onto the
record on your Employee Database.

Tax table

A set of information required to calculate a tax, for a
specific set of employee parameters. Tax tables are
stored and maintained in Tax Specification records. A
table typically includes wage and bracket information
and data relating to allowances, such as personal
exemptions and to standard deductions. There can be
several tables relating to marital and resident status in a
given Tax Specification record.

Tax type

This term refers to various categories of taxes, for
example, income, National Insurance, unemployment,
disability, Social Security (FICA-OASDI), and
Medicare (FICA-HI).

Taxability

The term refers to whether an hours, earnings, and
deductions amount is to be included in taxable wages to
be accumulated for a specific tax. If the hours,
earnings, and deductions amount is excludable, then the
amount is not included in taxable wages. If the hours,
earnings, and deductions amount is taxable, then the
amount is included in taxable wages. The term fully
excludable or fully taxable implies that more than one
type of tax is being referenced, for example, state
income tax and state unemployment insurance in the
US.

Taxable wage base

The taxable wage base represents the maximum amount
of an employee's wages on which tax is levied and after
which there is no liability. A wage base in the US

147



Using Distributed Administration

typically is in effect for FICA, unemployment taxes,
and disability.

Tax-related Regulatory Bulletin

A TUB contains the updates to tax specifications
supplied by Cyborg, consisting of a bulletin document,
a tax file that contains the updated tax specifications,
and a printed listing of tax specification transactions
with the updates.

TDR
Table Definition Record.

Template

A basis from which to create a custom item. For
example, you can use an existing Cyborg report as a
template for your custom report.

Temporary password

A set of alphanumeric characters used with a user ID to
limit access to a software application. The system
requires that users replace their temporary password
with a user-defined password within a certain number
of days.

Termination

The activity of an employee no longer being employed
by the organization.

Test environment

A separate organization or system partition used only
for testing.

Text box
A control on the interface in which text can be entered
and edited (formerly known as a field).

Text qualifier

The character surrounding an item between delimiters.
All values between the qualifier are data items and are
not scanned for a delimiter. This allows a delimiter
character, such as a comma, to be a valid data item.
Example:

"item 1","item 2","item 3, 4 and 5"
This string contains three data items:
Item 1

Item 2

Item 3,4 and 5

Although the third item contains a comma, it is ignored
as a delimiter because it is between the text qualifier of
speech/quotation marks (").

Time entry
The form in which you enter the hours worked for an
employee. This was formerly known as a Time Card.

Time entry extract file
A file of time entries external to the Time and
Attendance Solution that is used to feed to payroll.

Time entry validation

The Time Entry Validation/Creation program identifies
and assigns an activity, for example Clock In (1), to
each clock transaction (ring) when performing the
validation function. Each clock transaction must be
assigned to an activity, in order for time entry hours to
be calculated for an employee, for a particular shift.
This program validates clock transactions (rings) and
generates time entries.

Timeout

The period of time that elapses before a user's eCyborg
Interactive Workforce account becomes invalid because
of inactivity.

ToolTip

A standard Windows control that provides a small pop-
up window that provides descriptive text, such as a
label, for a control or graphic object.

Top-down appraisal

Appraisal made by a supervisor or manager of an
employee's capabilities. Such an appraisal is generally
based on the supervisor's or manager's day-to-day
observation of an employee's work performance and
will usually include an appraisal interview with the
employee.

Trainer

Trainers are set up on the Provider Index Form. They
are instructional institutions, organizations or persons
who are available to teach a training class.

Trainer code

The trainer code is a four-character value that
represents a trainer. This value resides in Option List
TR38.
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Training area

The training area is recorded on the Class Schedule
Form. It is typically defined as the section of the
organization to which the training applies, such as
manufacturing.

Training class results

These are the class details and absence information
recorded on the Process Class Results form. Details
recorded include the objectives met when taking a
training class.

Training class status

The status value is updated and displayed on the Class
Schedule Form. It tracks whether the training class is
canceled, full or available.

Training course code

The training course code is a six-character value that
represents a training course. This value resides in
Option List TR33 and is associated with a course title.

Training plan

A plan of training courses that an employee will attend
in the future to achieve the necessary skills to perform a
job.

Training reason

The reason for training is used to identify why a
training request has been made. For example, the
purpose of the training to act as a refresher, to acquire
new skills, and so forth.

Training request

A training request is a request for an employee to
attend a specific course or class. A formal request for
training is not essential. This step could be omitted and
the employee could be registered directly in the course
of his or her choice.

Transfer

Process of moving an employee from one organization
to another organization, such as moving an applicant
from the applicant organization to the active employee
organization.

Alternative definition: to move data or files from one
computer to another

Trend analysis
Reporting or statistics that indicate the rate of change in
costs and other elements of a benefits plan.

Trigger

A set of conditions that must occur for an email or
letter communication event to start. This can involve
the creation, deletion, or modification of forms or
checklists within the system.

Tuition reimbursement
Remuneration made to employees for tuition expenses.

Type of training request

The type of training request indicated whether the
employee was required to attend the training or whether
he or she asked to attend the training.

Unauthorized absence
Absences that are generally not considered paid time
away from regularly scheduled work.

Underlined text
In browser applications, text that provides a link to
another screen or page.

Unemployment insurance tax

A tax required by some US states to be funded by
employee-paid contributions to pay all or part of the
cost of unemployment insurance coverage. On the
Payroll Solution, state unemployment insurance tax
records are established as Type 2 taxes.

Unpaid absence

Employee absence that will not be paid by the
organization. A time entry will not be created for this
absence.

Upward appraisal
Appraisal that calls for evaluations by those who work
under the direction of the employee being evaluated.

URL

Acronym for uniform resource locator. A standard way
of specifying the location of an object, typically a web
page, on the Internet. URLs are the form of address
used on the World-Wide Web. They are used in HTML
documents to specify the target of a hyperlink which is
often another HTML document (possibly stored on
another computer).
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User class

Cognos Impromptu assigns security according to
configured user profiles. These security profiles are
configured by your Impromptu administrator.

User code

A set of characters (up to eighteen alphanumeric
characters) that, along with the password, identify the
user to the system as a valid user user when they log
on.

The user code is case-sensitive (upper case, lower case)
and must be entered using the correct case.

User defined password

A set of alphanumeric characters created by users that
allows them to view and update information in a
software application.

User ID

A set of characters that identify you to the software
application. The application contains a list of
authorized users by user ID. When you attempt to log
on, the system checks the list of authorized users to
determine whether you have authority to use the
application.

User profile

Used for security purposes to determine what you can
and cannot do while you are using the system, and
which parts of the system you can access. A user
profile is created and maintained for you by a Security
Officer. Each user of the system will have a user
profile.

Vacancy
An open position that needs to be filled, or an unfilled
complement position

Vacation days
The time off that an employee is entitled to as a result
of an employment contract or due to length of service.

Validation

The process where the Time Entry Validation program
identifies and assigns an activity to a clock transaction
(ring) when performing the validation function.

Variant forms
Method of displaying country-specific variation of
Cyborg-delivered forms.

Waive
The act of choosing not to enroll in an optional benefits
plan.

Warning time

Used to set a period of time after which an employee
will appear on the exception report for a particular
activity. A Warning condition will allow the creation of
a time entry. A Reject condition will not. This is part of
the Time and Attendance Administration.

Welfare benefit plan group
First level of the logical organization of welfare benefit
plans in eCyborg Interactive Workforce.

Welfare benefit plan subgroup
Second level of the logical organization of welfare
benefit plans in eCyborg Interactive Workforce.

Welfare plan

Any insurance or other benefit plan that provides
immediate benefits to a participant—for example,
medical insurance.

What-if mode

Method for processing a report that allows viewing of
information without updating of employee records.

Window

A standard Windows object that displays information.
A window is a separately controllable area of the form
that typically has a rectangular border.

Wizard
A form if user assistance that automates a task through
a dialog with the user.

Work area

The Solution Series screen. It includes the menus,
toolbars, Navigator, forms area, message area, and
status bar.

Work instructions

Specific tasks to be completed during the migration of
data and files from test to production.

Work restrictions

Restrictions that prevent an employee from
participating in specific workplace functions.
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Worker's compensation
Legislation in the US that provides compensation to
employees who suffer work-related injuries.

Workforce competency

The capacity of the overall workforce to perform
required functions and sets of activities.

XHTML

Extensible HyperText Markup Language, used by the
help pages for eCyborg.

Year End Master File
P200UT file from the final payroll run of the year
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CHAPTER 1

About This Manual

Welcome

This manual has been designed to guide you through the use of eCyborg to perform your
business tasks.

This manual has been designed as a reference document. You will find sufficient detail for
self-study.

Who should use this manual?

Prerequisite skills

This manual is designed to be used by anyone who will be working with eCyborg using the
web client. It will be useful to new users and to users who are upgrading from previous
versions of Cyborg's systems. Users already familiar with the Windows interface to
products from Cyborg Systems, Inc. should have no difficulty in using the eCyborg web
interface.

The Web Client is also designed for users who want to access the system from remote
locations, such as when they work at home or when they are traveling.

We believe that users who have an administrative or implementation role in client
functionality would find the administrative client guide more useful to them.

Refer to the Using The Solution Series: Administrative Solutions or Optimizing System
Features documentation for more information on administering client functionality

Users of this manual should have a basic understanding of using a web browser.

How this manual is organized

This manual has been organized to make it as easy to use as possible. The chapters are
grouped accordingly into the following parts:
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Part Chapters Description

1. Introduction 1-3 Provides an overview of the manual and
eCyborg.

2. Working with | 4-7 Provides concepts and detailed instructions for

eCyborg navigating, using support tools and entering,
modifying, and deleting data.

3. Appendices A-B Provides detailed reference information.

Part 1: Introduction
The chapters in Part 1 describe this manual and provide an overview of eCyborg:

Following are descriptions of the chapters within the parts:

Read this chapter

To learn about

1 About This Manual

How the manual is organized, where to find
what you are looking for, who should use the
manual, and where to get help.

Overview of eCyborg

The functions and features of eCyborg.

Getting Started

Logging on and off, and changing a user code
and a password.

Part 2: Working with eCyborg

The chapters in Part 2 describe how to utilize and navigate the Work Area:

Read this chapter To learn about
4 Exploring the Work How the Work Area is organized, and about the
Area toolbar and the Navigator.
5 Navigating the System | Different ways of navigating through the
system and displaying information.
6 Using the Support The types of support tools, including help files
Tools and online manuals.
7 Working with Data Viewing, adding and modifying data, employee
information deletion and system messages

Part 3: Appendices

Part 3 contains the following quick reference appendices:

Use this appendix

To learn about

A Dialog Quick Quick reference information on the dialogs
Reference used in eCyborg.

B Practice and Review Detailed answers to the practices and reviews
Answers at the end of the instructional chapters.
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How to use this manual

iO

This manual has been designed as a reference manual as well as a training manual. It has
been written to facilitate self-study before and after classroom training.

Table of contents
The manual has been carefully designed for ease of use. All our manuals are written to be
task oriented to help you complete your business tasks using our software.

The table of contents lists all the tasks and their respective chapters.

Glossary of Terms
A Glossary of Terms section is provided to explain terms used in the documentation.

Index
An index is provided to help you locate specific information.

This document was designed to reduce your need for an index. You should find the table of
contents sufficient.

Introductory chapters

It is important that you read the introductory chapters first. Chapter 1 ensures you get the
most out of the information we have provided. Chapter 2 provides a high level overview.
Read it to get the big picture before reading the detailed instructional chapters.

Instructional chapters

All chapters, other than the introductory chapters, are instructional chapters. They contain
detailed instructions on how to complete the business tasks. Each instructional chapter has
the following distinct sections:

Key Concepts

Always read the conceptual information first. This will help you understand why you have
to perform certain tasks. It will also help you make decisions about your options and help
you understand the importance of performing certain tasks. Exercises to help you apply the
concept to a business task are included at the end of most concepts.

Apply the Concept

To be certain that you have understood the key concepts in a chapter, complete the Apply
the Concept exercises provided. The answers to these exercises can be found in the
appendices.

Detailed Directions
When you are ready to perform a task, review the Detailed Directions, which provide
guidance, as well as the specific steps, to complete a task.

Guided Practice
The Guided Practice within the Detailed Directions offers you an opportunity to practice a
task with step-by-step instructions. It takes you through the various steps, providing

detailed examples so you can gain a comfort level with the task. Guided Practice is easy to
locate.

For practice, type '"ABC Solutions'.
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Note:

Note:

Conventions used

Note:

To successfully follow the Guided Practice, you must have completed all the previous
Guided Practice exercises in the manual. The Guided Practice uses the test data installed
with our software. For the Guided Practice exercises to work, this test data must not have
been altered.

All users who complete the Guided Practice must either have their own copies of the test
data or have the test data restored for them.

Extended Practice

To be certain that you have understood the tasks in a chapter, complete the Extended
Practice provided. The Extended Practice gives you the opportunity to complete one or
more tasks without step-by-step guidance. The answers to these exercises can be found in
the appendices.

To be able to complete the Extended Practice exercises in the manual, you must have
completed all the previous exercises. You must also be using the test data delivered with the
software. This test data must not have been altered.

Review of Questions Answered

To be certain that you have understood all of the information in a chapter, complete the
review questions provided at the end of a chapter. The answers to these questions can be
found in the appendices.

in this manual

The underlying page layout and design of this manual are meant to be as intuitive as
possible for you. Our intent is to make it easy to navigate through the manual and
concentrate on learning and doing.

Cross-references
Wherever appropriate, we provide cross-references to help you find additional information
or further discussion of a specific topic.

Refer to a cross-reference to find more detail or more discussion on a given topic.

Notes
Whenever there is important information you should be aware of, we provide a note.

You will find tips or quick techniques covered in notes.

How to get additional help

If you can not find the answers to your questions in this manual, contact Customer Support,
who will be able to answer specific questions and give you general advice on training.

Please visit our web site www. Cyborg.com (see "Cyborg Home - http://www.Cyborg.com")
for the latest schedule of available courses and course descriptions.

Suggestions and feedback

We value your feedback on our performance support materials. Please forward any
comments on this manual to Customer Support.
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Introduction

This section section provides you with the 'big picture' of eCyborg. You will learn how it is
organized into components, how your organization and its employees are identified to the
system, and what reporting options are available.

eCyborg components
From a broad perspective, eCyborg consists of the following components:

Administrative Solutions

Web Architecture

eCyborg Interactive Workforce
eCyborg Analytics

How these components are related is illustrated in the diagram below:

eCyborg contains both the Windows client (known as The Solution Series, or
Administrative Solutions as shown in the figure), and the Web Architecture components.

Administrative Solutions

The Solution Series® 5.0 contains the functionality of our traditional, core product
(formerly known as The Solution Series/ST) and the Workforce Data Mart. The Solution
Series is targeted to departmental (HR and payroll) users, sometimes referred to as power
users.

To use The Solution Series, you would access the system from your desktop (client)
machines. Your desktop machine would need to have a Client Data File, and the data is
displayed in Windows. The Windows client installation is known as ‘Administrative
Client’.
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The Solution Series provides the following administrative functionality:

B Human Resources Administration (including Training Administration, Salary
Administration, and Position Administration)

Benefits Administration

Payroll Administration

Time and Attendance Administration

Distributed Administration

Reporting Administration

Refer to the Using The Solution Series: Administrative Solutions documentation for more
information on using the administrative client.

Web architecture

The Web Client

The Web Client provides browser-based access to the HR and Payroll functionality of The
Solution Series. This means that no Client Data File is required on a machine to access
eCyborg. Because only a browser is required on the machine accessing the system, you
may hear this referred to as a ‘zero footprint client’.

Browser-based access does not mean that any employees who learn the URL for eCyborg
can access the system—the same security required to access the system from the
Administrative Client is required to access the system from the Web Client.

The Collaborative Platform

The Collaborative Platform enables the eCyborg product line, not just the eCyborg product,
to interface with other web-based products, such as recruitment boards. Here are some
examples of web collaboration:

Embedded links to other applications, such as benefits providers
Sending job postings to job boards

Obtaining applicant data from job boards

Tax processing and filing services

eCyborg Interactive Workforce

Interactive Workforce is a member of Cyborg's family of web-based applications for HR
management. It has been developed by Cyborg Systems to integrate with the best-in-class
HR Management Solution.

Interactive Workforce is a web-based employee self-service application that gives your
employees real-time access to view, add, and update their personal information via a user-
friendly, web-based interface. It does not display the forms used in the administrative
solutions; rather, Interactive Workforce presents web pages on which users enter or update
information.

Interactive Workforce gives managers real-time access to data about their team and the
ability to approve employee requests.

The modules included in eCyborg Interactive Workforce are:
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B [nteractive Employee
B [nteractive Benefits
B [nteractive Manager

Refer to the Interactive Workforce documentation for more detailed information on the
configuration and use of this functionality.

eCyborg Analytics

eCyborg Analytics refers to the web-based capabilities offered through Cognos’ PowerPlay
Web product. With Reporting Administration, we deliver two Workforce Planning models:
one for Position Administration and one for non-Position Administration data.

Refer to the Using Reporting Administration documentation for more details on using
PowerPlay.

10
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Application solutions

eCyborg provides an integrated solution to your organization's Human Resource processing
needs. eCyborg offers the following administrative solutions:

Human Resources Administration
Benefits Administration

Payroll Administration

Time and Attendance Administration
Distributed Administration

eCyborg Analytics

Human Resources Administration

Human Resources Administration provides organizations with a comprehensive, strategic
solution to their human resource management requirements in these mission-critical areas:

&

Employee Resourcing

Recruiting and selecting employees

Hiring, rehiring, reinstating, recalling, or transferring employees
Managing employee attendance

Managing employee status changes, leaves and returns, and separations
Position Administration and Complement Control

Requisition Tracking

Employee Development

® Tracking employee skills, competencies, and training
® Tracking performance appraisals

® Training Administration

Employee Relations
® Managing employee health and safety
® Tracking disciplinary actions and grievances

Employee Compensation

Managing employee compensation

® Tracking employee relocation expenses

® Allocating and recovering property from an employee
® Salary Administration

® Benefits Administration

Refer to the appropriate component documentation for more information.

Benefits Administration

Benefits Administration is an integrated component of Human Resources Administration. It
is designed to help you manage every aspect of your benefits programs.

The following are important features of Benefits Administration:

11
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Adaptable benefits control structure
Rule-based tables for benefits plan setup
Welfare plan administration

Deferred plan administration

Flex plan administration

Spouse, dependent, and beneficiary tracking
Benefits and retirement counseling
Organizational and regulatory reporting

& Refer to the Using Benefits Administration documentation for more information.

Payroll Administration

Payroll Administration provides the capability to internally manage the entire payroll and
taxation process. The regulatory compliance, integration of payroll data with other
applications, and control offered provide a solution for business operations of any size.

Payroll Administration provides a variety of features including the following:

Virtually unlimited earnings and deductions
Comprehensive tax processing and reporting
In-depth labor distribution

Bank services

Multi-currency

Complete online payment history tracking
Online pay calculation

Online retroactive pay calculation

General ledger interface

& Refer to the Payroll documentation for more information.

Time and Attendance Administration

Time and Attendance Administration provides a table-driven data structure that gives users
the flexibility to quickly and easily define, maintain, and change policy and scheduling
rules. Its open design allows a wide choice of:

B Time entry methods
B  Computing platforms
B Payroll interfaces

The system calculates all categories of hours for input to the payroll process, based on
company-defined pay policies. Time entries for special hours may be created online.

Because Time and Attendance Administration is an integrated component of the system, it
shares a common database, and has access to human resource information including
employee status, emergency contact data, work restrictions, injury and other medical
information, education and training, skills and abilities, and detailed termination data.

Refer to the Using Time and Attendance Administration documentation for more
information.

12
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Performance support tools

Extensive performance support tools are available, including the following:

B Standard online help—context-sensitive help, cue cards, and so forth
B Full text search—find help by searching all of the help files, or limit the search to a

particular help file or component
B Electronic documentation—the complete set of One-Stop Documents that you can view

and print

& Refer to Using the Support Tools (on page 87) for more information.

13
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Data concepts

No matter what your role, you need to understand the following to work effectively with
the system:

B Organizations
B Employee Numbers
B Tables

Organization structure

Your organization's structure will be mapped into organization levels in the system. The
first two levels are used to define each company/organization separately on the Employee
Database for reporting purposes. These levels relate to the two parts of the six-position
Organization number. They are defined as follows:

B Organization (part 1)—Positions 1 and 2. Indicates the highest level within your
company/organization's hierarchy. This usually refers to the corporate level.

B Organization (part 2)—Positions 3 through 6. Indicates subdivisions within an
organization, or indicates a second level within the hierarchy.

B Organization—Represents a combination of both parts, that is, positions 1 through 6. It
is synonymous with company/organization.

Consider the following example:

Organization level Identifier | Stands for
Organization (part 1) AC Acme Department Store
Organization (part 2) USDV United States Division

This Organization identifier is typically shown together as ACUSDV.

The system is delivered with a series of test organizations, including the following. Notice
that the delivered test organizations all start with 99. Part 2 of the Organization number is
different for each:

Organization Stands for

993333 Acme Manufacturing—unpaid applicants
995555 Acme Manufacturing—retirees

999999 Acme Manufacturing—active employees

Even if you will not be defining Organizations, you need to understand their importance.
When working with the system, you must ensure that you are using the correct
Organization. Only the current Organization's data will be available to you.

Refer to Navigating the System (on page 49) for information on viewing a list of defined
organizations and information on changing the current organization.

14
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Employee Numbers

Tables

Note:

After your Organizations are defined on the Employee Database, you can begin adding
employees. Each employee is uniquely identified by an Employee Number. This number
provides access to the employee's data; it is the primary key to the employee's master
record.

Employee Numbers are user-defined and have a maximum of 10 characters. You can use
any combination of letters and numbers when defining Employee Numbers. However, the
first character cannot be an 'L'. During implementation planning, you will determine the
format for Employee Numbers in your organization.

Employee Numbers beginning with an 'L' are treated as 'Labor Only' employees by the
payroll calculation program. No checks are produced for these employees.

Following are examples of Employee Numbers:

B 123456789 (Social Security Number)
m 1234
B ABI1234

Employee Numbers must be unique within Organization; the system will edit for duplicates
within each Organization. If an employee is transferred to a different Organization, you
have the option of changing the employee's Employee Number.

When you work with the system, you indicate what Organization you want to work with,
and within that Organization, which employee you want to add or work with.

Refer to Navigating the System (on page 49) for information on changing to a different
employee.

Most application tables contain standard information about your organization. A few
application tables, such as the Company Cross-Reference Table-HR Control Numbers, are
used strictly for internal processing.

Using application tables greatly reduces the amount of information to be keyed in for an
employee; instead, key data entered is cross-referenced to the tables. For example, the Job
Code Table contains all possible jobs for an organization and some generic job-related
information associated with those jobs. After validation, the information from the tables is
referenced by the employee record.

There is a form associated with each table, allowing you to view or modify information.
You can also run packaged reports showing the values for each table.

15
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The following figure shows an entry in the Job Code Table form (TA-SCR):

01-01-1925

ASSEMBLY LINE WORKER
18

Mic ity pertr o
ot
Houynin o
vorme
NotATanes o

The Job Code defined in this table can then be entered when hiring or promoting an
employee. This figure shows that employee Steve Austin has been assigned Job Code
17857. The information set up on the Job Code Table is displayed at the employee level on
the Job Assignment/Changes form (05-SCR):

05-22-1998
stOmree: o]
pomoton ||
17857 | 0001

AFL-CIO =

You can use the same tables for all organizations, or each organization can have its own set
of tables.

Refer to the appropriate component documentation for more information on setting up
tables.

16
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Reporting on your data

Note:

eCyborg Analytics

Cyborg provides several tools to help you analyze and report on information about your
organization and employees. These tools are suited for different reporting purposes, and
you will achieve the best results by using the tool that best suits your reporting requirement.

Options for reporting on information in The Solution Series include the following:

B Reporting Administration
B Delivered packaged reports
B Solution View (online queries and packaged reports)

Refer to the Using The Solution Series: Administrative Solutions, Reporting Administration,
and Solution View documentation for more information on using these reporting tools.

You would need to use the administrative client to use these reporting tools.

For the web, Cyborg provides a web-enabled solution to help you analyze information
about your organization and employees—eCyborg Analytics.

This analysis function combines the power of the business intelligence tools from Cognos
Corporation, a Cyborg strategic partner, with a value-added relational database (Workforce
data mart) package from Cyborg. eCyborg Analytics includes the following:

B The Cognos reporting tool PowerPlay and the delivered Workforce Planning models
B Ability for you to access the Cognos reporting tool from the web

Refer to the Reporting Administration documentation for more information on using
PowerPlay.

17
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Introduction

Before you can use eCyborg, you need to be connected to the system. This section
describes how to log on to eCyborg and explains what the user code and password are and
how they are used.

Tasks
This section explains the following:

Logging on to eCyborg
Changing your user code
Changing your password
Logging off

Prerequisites

Before you can log on to eCyborg, you must be set up as a user and be given a user code
and password by your Security Officer.

Note:  If you have a user code and password from previous versions of the system, you will be
able to use them to access eCyborg.

You need to be familiar with using a web browser (Netscape or Internet Explorer).

You should also be a competent computer user and be familiar with Microsoft Windows
2000 or higher.

Questions answered
The following questions are answered in this section:

1. What information must you have before you can log on?

2. How can user codes and passwords be used as part of your organization's security
strategy?

3. How do you log out of the system?

20
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The process of logging on

Note:
Note:

Note:

The login screen

Logging on to eCyborg is a very simple task. However, before you can log on, your
Security Officer will need to give you a user code and a password. You will need to enter
these when you log on, as they identify you to the system.

Your user code and password are used for security purposes and should not be written
down or revealed to anyone.

Your user code and password can be used to access The Solution Series using the Web
Client.

This user code and password will not give you access to eCyborg Interactive Workforce. If
you use Interactive Workforce you will be given a separate User ID and password to gain
access.

When you first launch eCyborg you will be presented with the eCyborg Login screen:

eCyborg™ Aligning Your Workforce™

lser code:
Fassword:
Environment: | Default Enviranment

21
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The Login dialog

Note:

Note:

Usercode [ |
Password:

Environment: | Default Environment

[ Couiwo |
I )

To log on to eCyborg, you must enter the following three pieces of information:

B Your User code
B Your Password
B Environment

For security purposes, if you enter the wrong password you will be presented with the login
dialog continually until you enter the correct login details. If you cannot remember your
password, contact your Security Olfficer.

The first time that you log in to eCyborg it may be a little slower than normal to connect
yvou. This is perfectly normal and you will notice that the next time you log in it will be a
much faster connection process.

22
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When you have completed the logon process, the Work Area displays:

PLHOS0VO0O0006B80O00a W

SYSTEHS®

& Refer to Exploring the Work Area (on page 37) for more information on the Work Area.
Note:  If, in a previous session, you started to complete a checklist and then paused the process,
the Paused Checklists dialog will display the next time you log on.
See also:

B Logging on with paused checklists (on page 24)
For an explanation of Paused Checklists.

B Understanding user codes and passwords (on page 24)
For an explanation of user codes.

B Understanding which environment you should log on to (on page 25)
For an explanation of environments.

23
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Logging on with paused checklists

If, in a previous session, you started to complete a checklist and then paused the process,
the Paused Checklists dialog box will be displayed the next time you log on.

aused Checklists - Microsoft Internet Explorer

MNew Hire Wed Jun 12 12:05:38 CDT 2002 9992938 LMODEL 00

|

You can select a checklist and resume the checklist process.

Refer to Navigating the System (on page 49) for more detailed information on checklists.

See also
B Logging on to eCyborg (on page 27)
For detailed directions on logging on to eCyborg.

Understanding user codes and passwords

Note:

Note:

Note:

Note:

When you log on, you are prompted to enter a user code and password, which will be given
to you by a Security Officer. They are used by the system for security purposes to identify
you as a valid user when you sign on.

Your user code and password are case sensitive (upper case, lower case). You must enter
your user code and password using the correct case.

For security purposes, when you enter your password it is displayed as a series of
asterisks.

You can change both your user code and password at any time. You may want to change
them to something that you find easy to remember. If you want to change your user code,
you must use the Change User Code dialog box. If you want to change your password, you
must use the Change Password dialog box.

Your organization may not allow end users to change their password—you may not have
access to the Change Password dialog box.

The system may be set up to prompt you to change your user code on a regular basis.

24
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See also:
B [ogging on to eCyborg (on page 27)
For detailed directions on logging on to eCyborg.

B Changing your user code (on page 29)
For detailed directions on changing your user code.

B Changing your password (on page 30)
For detailed directions on changing your password.

Understanding which environment you should log on to

When you log on, you are also prompted to select which environment you want to log on
to. Typically an organization will have two environments—a test environment that is used
by new users while they learn how to use the system and a live environment which contains
your organization's data.

Your organization may have other environments, such as a test environment for year-end
testing. When you log on, you must select which environment you want to use.

When you are assigned a user code and password, you should also be told which
environment to use.

25
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Logging out

You can log out from eCyborg using the Logout button on the toolbar.

Note: It is important that you log out using this button, rather than simply closing your browser
window by using the X on the top right corner of the window as your eCyborg session may
still remain active.

IMPORTANT

Be aware that if you navigate to another web page without first logging out from
eCyborg, your eCyborg session will still be active.

You will be automatically logged out after a period of inactivity. If this happens you will
see an error message similar to this example:

8 The following error has occurred:

Error processing screen request - Session has timed out
You may continue to use the application by clicking the 'Log on' button.

To see more details about this error message, click "Show Details'. You may report this errar by
pasting the error test into an email to your administrator,

Shaow Details I Logonl

Your system administrator will be able to tell you how your system is configured and
therefore after how many minutes of inactivity you will be logged out.

Note: This, or a similar, error message may appear at other times when using the system—if it
does, contact your System Administrator. It would be helpful to copy and paste the text
shown in the message box when the Show Message button has been clicked into an email,
as this could be useful information for your administrator or the Cyborg support team
when determining the problem.

See also:
B Logging out of eCyborg (on page 31)
For detailed directions on logging out of eCyborg
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

Logging on t0 €CYDOIZ..c..evimieiieiieiiitieieiee ettt ettt
Changing YOUr USET COAC ......cuiiuiiriiriiiiiniieiieieetesieeeete ettt
Changing your password..... .
Logging out 0f €CyDOIE .....c.veuviuiriririiiiicicee e

Logging on to eCyborg

2

Note:

Note:
Note:

iO

To log on to eCyborg, follow these steps:
Access eCyborg

eCyborg can be accessed from a URL given to you by your administrator.

For practice, access eCyborg.

Type Your User Code

Type your user code in the User code text box of the Login dialog. This will initially have
been provided by your Security Officer. A user code can be up to 18 alphanumeric
characters long.

Your user code and password are case sensitive (upper case, lower case). You must enter
your existing user code using the correct case.

For practice, type your user code.

Type Your Password

Enter your password. This will initially have been provided by your Security Officer. If you
have forgotten your password, please contact your Security Officer who will provide you
with a new one. A password can be up to 14 alphanumeric characters long.

For security purposes, your password is displayed as a series of asterisks.

Your user code and password are case sensitive (upper case, lower case). You must enter
your existing password using the correct case.

For practice, type your password.

Select an Environment
Select the environment you want to use. Typically your organization will have a live
environment and a test environment.

For practice, select the Default option.
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If you completed the Guided Practice, the results should look similar to the example that
follows:

User code:
Password: [

Environment: | Default Environment

[Continus |
(N )

5. Click Continue

eCyborg will establish a connection to the server and verify your user code and password.

For practice, click Continue.

If you completed the Guided Practice, the results should look similar to the example that
follows:

? g

¥ Bookmarks

SYSTEHS=

Note:  If in a previous session, you started to complete a checklist and paused the process,
eCyborg will display the Paused Checklists dialog box the next time you log on.
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See also:
B The process of logging on (on page 21)
For more information on the log on process.

B Logging on with paused checklists (on page 24)
For more information on paused checklists.

Changing your user code

iO

Note:

PED

You can change your user code at any time, or eCyborg may be set up to prompt you to
change your user code on a periodic basis. You enter your user code when you log on. To
change your user code, complete these steps:

Access the Change User Code dialog box

Access this dialog box by making the following selections on the Navigator:

Component: @ User Tools
Process: User Tools

Task: @ Change User Code

For practice, access the Change User Code dialog box.

<3 Change User Code - Microsoft Internet Explo 101 x]

Old user code: |
Mews user code: |
Confirm user code: |

(0]4 | Cancel |

Type your New user code
Type the new user code. A user code can be up to 18 alphanumeric characters long.

You can enter your new user code using either case (upper or lower) or a mixture of both.
However, the new user code will be case sensitive.
For practice, type your new user code.

Confirm your user code
Retype your user code in the Confirm user code text box.

For practice, type your new user code in the Confirm user code text box..

Click OK

To change your user code, click OK.

For practice, click OK.
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If you completed the Guided Practice, the results should look similar to the example that
follows:

Information

(i)

See also:
B Understanding user codes and passwords (on page 24)
For more information on user codes.

Changing your password

You can change your password at any time. You enter your password when you log on. To
change your password, complete these steps:

Note: Your organization may not allow you to change your password.
1. Access the Change Password dialog box

Access this dialog box by making the following selections on the Navigator:

Component: @ User Tools
Process: User Tools

Task: @ Change Password

For practice, access the Change Password dialog box.

O

Old password: —
News password: I—
Confirm password: I—
Operator 1D: IT

(0] 4 | Cancell

2. Type your Old password

Type your existing password in the Old password text box.

Note: Your password is case sensitive (upper case, lower case). You must enter your existing
password using the correct case.

For practice, type your old password.
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3. Type your New password
Type a new password. A password can be up to 14 alphanumeric characters long.
Note: You can enter your new password using either case (upper or lower) or a mixture of both.
0J .
For practice, type your new password.
4. Confirm your new password

Type your new password again.

To check that you have entered the correct new password, eCyborg will compare this entry
with the entry you made in Step 3.

For practice, type your new password again in the Confirm password text box.

‘-"ED

Operator ID
The Operator ID is assigned by your security officer and can not be changed. The Operator
ID is used for audit purposes and is shown on this dialog box for display purposes only.

For practice, do not alter this field.
Click OK

If the entries you made in Steps 3 and 4 match, your password will be changed and a
confirmation dialog will be shown.

QED

If the entries you made in Steps 3 and 4 do not match, an error message displays. You will
need to repeat Steps 3 and 4.

For practice, click OK.

]

If you completed the Guided Practice, the results should look similar to the example that
follows:

Information

o

o

See also:
B Understanding user codes and passwords (on page 24)
For more information on passwords.

Logging out of eCyborg
To log out of eCyborg, follow this step:
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Click the Logout button
Click the Logout button.

Note: Do not log out from eCyborg by simply closing your browser window as your session will
still remain active.

For practice, click the Logout button.

See also
B Logging out (on page 26)
For more information on the logout process.
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Review of Questions Answered

1. What information must you have before you can log on?

2. How can user codes and passwords be used as part of your organization's security
strategy?

3. How do you log out of the system?
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PART 2

Working with eCyborg

In This Section

Exploring the Work Ar€a..........cccvecvivieiirieiienieeiesieeiee et
Navigating the SyStem.........cccecevervuenienieneeieneeieseeens

Using the Support Tools
Working With Data .......ccoccoviiiriiiiiiiiieee e
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CHAPTER 4

Exploring the Work Area

In This Chapter

Introduction ......c..cccceveeneeee.
What is in the Work Area.....
The toolbar.......c..ccccoeveeneenene
Navigator.........cccceeneee.
Form area.........cccceee.
Message area........c..ccoueeueeee.

Effect of your user profile...............
Review of Questions Answered
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Introduction
This section introduces you to eCyborg interface. We refer to the interface as your Work
Area. Your Work Area contains all the navigation methods and tools that you need to
interact with the administrative solutions. The forms and dialog boxes that you need to
enter data into are all displayed in the Work Area.

Prerequisites
Before you can complete the task in this section you must log on to eCyborg.

&

Refer to Getting Started (on page 19) for more information on how to log on to eCyborg.

Questions answered
The following questions are answered in this section:

What is the Work Area?
What is the Navigator?
What is the Form area?
What is the Message area?
What is a user profile?

DA WD
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What is in the Work Area

The Work Area describes the entire display area that you see after you log on. The Work
Area can be tailored to meet the needs of your organization and your personal work style.
When you log on, the Work Area should look similar to this:

POP0S00006000NHGE000 = »

SYSTEHS®

The Work Area can be broken down into four distinct areas:

The Toolbar
Navigator
Form area
Message area

This is illustrated in the following figure:
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Toolbar 0 o 6 @ e @ @ e e ? Additional Employee Information

Recruit and Select Employees

Hire, Rehire, Reinstate an Employee Employee Mbr= MName Code>
Nawgator ~e Employee Attendance D
Manage Terminations, Leaves and F Title: [mr = Eirth:
s Employment
First: Termination: |:|
Widdie: ]
Last:
Suffix: Gender: [vae — 5]
Form Address: I:si"sw MLLWALKEE AVE : Race:
area City/State: |cHIcAsD ] [ens14 ] FLsa: |
Country: [usa
Fraguency:
SEN:
Paymen Tyoe:

Position:

Message
area
SYSTEMHS®
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The toolbar

The following buttons are included on the toolbar:

Button

Caption

Description

Enter Command

Display the Command Entry dialog

Change Select an Employee or Organization
Employee

Save Save this Form

Cancel Cancel this Form

Select Show selection list in the message area
Clear Fields Clear all the text boxes on this form

Delete This Delete the current record from the database
Entry

Up Selection
List

Move up to the next selection in the message
area

Down Selection
List

Move down to the next selection in the
message area

Top of Move up to the top of the selection list
Selection List
Refresh Refresh the selection list

Selection List

Job

The action associated with this button
depends on where you are in Position
Administration

Organization The action associated with this button

List depends on where you are in Position
Administration

Position The action associated with this button
depends on where you are in Position
Administration

Incumbent Used to 'drill down' from Position level

forms. Access incumbents associated with the
positions

G0 D D OGSOV 0SSO

Restore Data

Restores you to the Online Pay Calculation
form (PAY-CP) after processing a 'What If
or an 'Update'
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Button Caption Description
3 What-If Mode Allows you to view calculated data without
updating the employee record
e Update Mode Updates the employee's record by applying
the calculated pay information
Help Menu Access help for all of eCyborg components
o Help on This Shows Help for the selected form
) Form
What's This? Shows help for a text box or option list
Logout Log out from eCyborg

What-if mode Displays when in What-if mode

& Refer to Navigating the System (on page 49) for more information on using these buttons.
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Navigator

The Navigator provides an easy way to navigate the system. It uses a three-level navigation
format that is composed of the following:

B Components
B The Processes associated with components
B The Tasks associated with a process

To navigate the system using the Navigator, you must first select the correct component.
Each component of the system is represented by an icon.

If you are unsure of the meaning of an icon, you can place the pointer over the icon and the
ToolTip will display the component name:

ploye
E, Relnstaie an cmployed

e Employee Attendance

SR (e )

To navigate through the different components, you must click the arrows at the ends of the
Component bar. When the component you are looking for is in view, click its icon to
display the processes for that component.

Compaonent icons

¥ Recruit and Select

w Expanded process
®
®
®
®
L 4 asks
®
®
®
®
®
®
B
L]
» Hire, Rehire, Reinstate an Employee
» Manage Employee Attendance Frocesses

» Manage Terminations, Leaves and Retw;
» Maintain Employee Details

After you select a component, you then select a process. A process is used to categorize a
group of related tasks. After you select a process, you can then select a task.

Each task is represented by an icon and a description. Each icon indicates the type of task
associated with it. The task icons include the following:
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Icon Description
@ Checklist
i Dialog Box

e Form

b Report
When you select a task, the associated item (form, dialog, and so forth) is displayed in the
Form area.
& Refer to Navigating the System (on page 49) for more information on the Navigator.
& Refer to Working with Data (on page 115) for more information on completing tasks.
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Form area

When you select a form, the form will be displayed in the Form area:

P Recruit and Select Emplovees
re, Reinstate an Employee
ge Employee Attendance
» Manage Terminations, Leaves and F
Maintain Employee Details

ST el rformtion 54

Address

City/State:
Country:

SEN

Fosition

Significant Dates
Euh
Ermployment
Tetmination: [ |
|
Gender:

| Race: |white-Nat Hizpanic =

] [ene1s ] FLSA: [

B

e ekly =
Hourly-TE Required /=

Frequency:

Payrnent Type:

SYSTEMS®

Note: When you log on to eCyborg, the Form area will be blank.

When you enter data on a form, you can use the Save or Cancel buttons on the toolbar to
save or cancel the information. It is good practice to clear data from the form or table

before entering new data. To create a blank form, use the Clear Fields button. This button
removes any data from the text boxes, but does not delete the record. If you need to delete

the record, use the Delete button.

Note:  If you are unsure which are the correct buttons, hover the pointer over the buttons on the

toolbar to see the ToolTip giving the name of the button.

& Refer to Working with Data (on page 115) for more information on using forms.
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Message area

The Message area is used to display two types of information.

First, it is used to display information, warnings, and reject messages in response to data
that you have entered on the form.

£ Reject Messages
+ Fosition - Required Field

Refer to System messages (on page 137) for more information on system messages.

Second, it displays a selection list for forms that have multiple occurrences of the same type
of information. You can use a selection list to choose the record that includes the
information you want to work with.

The following example shows a Selection list for the Policy Master form (PT1SCR) used in
the Time and Attendance system.

RO jols} 01-01-1551 ROUND OPTIONS TEST
TOL [o14] 01-01-15%1 STANDARD 8 HOUR POLICY
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Effect of your user profile

A user profile is created and maintained for you by a Security Officer. Each user has a user
profile. A user profile is used for security purposes to determine what you can and cannot
do while you are using the system and which parts of the system you can access.

For example, confidential information such as salary details are usually accessible only to
users in your organization's payroll department. Typically, users who do not work in the
payroll department would not receive access to the Salary Administration component.
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Review of Questions Answered

1. What is the Work Area?

2. What is the Navigator?

3. What is the Form area?

4. What is the Message area?

5. What is a user profile?
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CHAPTER 5

Navigating the System

In This Chapter

INErOAUCHION ..ottt 50
THhe NAVIZALOT ....eeeieieiiieiecieeie sttt ettt sttt ete st e et enaesseeneenaes 51
Back and Forward Buttons ..........ccccoevieieirinineneiecesieseeeeceeeie e 55
Using Bookmarks
Related fOrmS. ......oouirieieieeeee e
Understanding checkliSts ...........oiererieiririiereeeeeee e 58
Switching between different employees and

OTZANIZALIONIS. ... eevteetteite sttt ettt ett ettt e e sbe et e s bt et e sbessbenbeeaeebesseensens
Detailed Directions..........c.c.c.....
Review of Questions Answered
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Introduction

The Work Area is where you begin to interact with eCyborg. This section introduces you to
the different navigation methods and tools designed to help you gain the most from
eCyborg.

Tasks
This section explains the following tasks:

Using the Navigator

Switching between forms

Accessing a checklist

Pausing a checklist

Resuming a paused checklist

Changing to a different employee or organization
Displaying a list of organizations

Prerequisites
Before you can complete the tasks in this section, you must log on to eCyborg.

Refer to Getting Started (on page 19) for more information on how to log on to eCyborg.

Refer to Exploring the Work Area (on page 37) for more information on using the work
area.

Questions answered
The following questions are answered in this section:

How is the Navigator organized?

What effect does your user profile have on information you can access?
How would you switch between forms?

What are checklists?

What method is provided to allow the selection of a different employee?

DA WD
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The Navigator

Note:

Components

The Navigator provides the means for navigating the system. The Navigator is positioned
on the left side of the Work Area. The Navigator is made up of these three levels:

B Components
B Processes—each process is associated with a component
B Tasks—each task is associated with a process

Compaonent icons

¥ Recruit and Select Employees
Expanded process

asks

, Rehire, Reinstate an Employee

anage Employee Attendance -
anage Terminations, Leaves and Retui
Maintain Employee Details

¥y Yy

By selecting the different items on these levels, you navigate to the item (form, dialog box,
checklist and so forth) that you need.

The Navigator may only be controlled with the mouse.

To navigate the system using the Navigator, you must first select the correct component.
Each component in the system is represented by an icon.

Your user profile will determine the components to which you have access. The component
bar can display a limited number of component icons. If you have access to more than can
be displayed, you will need to use the arrows on the Component bar to navigate to them.
Click the arrow at either end of the Component bar to navigate to the different components.

When the component you are looking for is displayed, you must click its icon to display the
processes associated with that component.
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Note:

Refer to Working with Data (on page 115) for more information on how to select
components using the Navigator.

Your user profile determines which components you can access—you may not have access
to all of the components shown here.

Bookmarks
The first icon in the components bar on the Navigator is for Bookmarks:

Component on the | Description
Navigator

Bookmarks

Refer to Using bookmarks (on page 56) for more information on bookmarks.

The HR application
The HR application consists of the following components that can be accessed from the
Navigator:

Component on the | Description
Navigator

Employee Resourcing

2

Employee Development

Employee Relations

Employee Compensation

Salary Administration

HR Setup

Position Administration

Requisition Tracking

20DO000D

Training Administration

The Benefits application
The Benefits application consists of the following components that can be accessed from
the Navigator:

Component on Description

the Navigator

e Health Welfare Plan
Enrollment/Maint

@ Deferred Plan
Enrollment/Maintenance
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Processes

Tasks

Note:

Component on
the Navigator

@
o)

The Payroll application
The Payroll application consists of the following components that can be accessed from the
Navigator:

Description

Flex Plan Enrollment/Processing

Benefit Plan Setup and
Maintenance

Component on Description
the Navigator
@ Employee Payroll

Payroll Setup Processing

o
@

The Time and Attendance application
The Time and Attendance application consists of the following component that can be
accessed from the Navigator:

Payroll Year end

Component on
the Navigator

)

Description

Time and Attendance

After you select a component, you must then select a Process. A Process is used to
categorize the different tasks within a component. When you first log on to eCyborg the
Processes are displayed at the top of the Navigator. When you click a collapsed Process, it
expands to reveal its tasks.

Some components have only one Process.

Refer to Working with Data (on page 115) for more information on how to select and use
Processes.

Each task is represented by an icon and a description of the task. The icon associated with
each task indicates the type of task. The task icons include the following:

Icon Description
D Checklist
i Dialog Box
e Form
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Icon Description
b Report

When you select a task, the associated item is displayed in the Form area.

Refer to Working with Data (on page 115) for more information on how to select a task.

See also:
B Using the Navigator (on page 65)
For detailed directions on using the Navigator.
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Back and Forward buttons

Note:

Note:

You can use your browser's Back and Forward buttons as a quick way to switch between
forms that you have accessed in a session.

How these buttons display and work would largely depend on your browser, but should be
similar to the functionality described here.

The examples shown here are from the Microsoft Internet Explorer browser.

After you have accessed two or more forms, the Back button is enabled.
= Back,

The Back button provides a quick way to switch to an earlier form in the list for a specific
employee. Once you click the Back button, the Forward button is enabled.

=

You can use the Forward button to move forward through the list. When you reach the end
of the list, the appropriate button will be disabled.

You can also use the Back and Forward drop-down buttons to recall forms that you have
used.

<= Back | - = (-

Clicking one of the drop-down buttons will display a list of forms accessed in this session.
The form name and employee number is displayed on the list. You can directly select the
form you want to recall rather than paging through the forms one-by-one.

Following is an example of the list displayed from the Forward drop-down button:

=

Salary Assignment/Changes(1234)
Salary AssignmentChanges(s001)
Employes Information; 3001

Histary Ctr+H

See also:

B Switching between forms one-by-one (on page 68)
B Switching between forms by selection (on page 70)
For detailed directions on changing forms.
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Using Bookmarks

You use forms and checklists to perform various tasks when using the administrative
solutions. Each task, such as updating an employee's address, uses a specific form. You can
easily access all of the various forms using the Navigator. Bookmarks give you quick
access to the forms that you use most often.

Bookmarks show up as tasks in the Navigator under the Bookmarks process.

When you create a bookmark, it is immediately added to the Bookmarks section of the
Navigator. In the example below, the Employee Information form (EF-SCR) has been
added to the list of Bookmarks:

¥ Bookmarks
. Employee Information

® Fau ck

. AddiRemove Bookmar

You can access a form using a bookmark by selecting it directly from the list of Bookmarks
in the Navigator.

See also:

B Adding a bookmark (on page 75)

B Accessing a bookmark (on page 77)

For detailed directions on adding and accessing bookmarks.
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Related forms

If there are any additional forms related to a particular form, they will be in the drop-down
list in the toolbar.

}; 7 w2 [None =] Go| ‘
You could use this list to navigate to related forms. In the following example, you could
navigate to the following forms:

B Additional Employee/Payroll Information form (EG-SCR)
B Payroll Home Location/Pay Allocations form (GG-SCR)

a 7 s |Additi0na|Emponee Infarrmation j Go

Homme Location Pay Allocation
Employee Nbr= 1234 Marme Codes [AaL
Title: [nte =l Birth: [p7-15-1989
Employment: [03-03-1583
First: |STEVEN Termination: [
Middle:
Last; [susTIv
Suffi: | E3 Gender: |male =
Address: [Z314 W NILWALKEE AVE Race: |white-Not Hispanic =
[T
City/State: [HICAG0 [t  [eoe1s FLsa: | =
Country: [usa =
Frequency: | e ety Bl
SSh: [1zz] [45] [eres
Payment Type: |Heurly-TE Required =l
Position:
oK | Cancel |
See also:

B Moving to a related form (on page 73)
For detailed directions on using the drop-down list to navigate to another form.
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Understanding checklists

A checklist provides a way to link different items (forms, dialog boxes, checklists, and
report groups) to create a workflow. Each of these items can then be completed
consecutively, using the checklist to navigate them. For example, eCyborg is delivered with
a checklist called 'New Hire'. This checklist contains all the items that need to be completed
in order to add a new employee to the system, and optional information you might want to
add.

Checklist
MNew Hire

. = O S

2 Ferformance Appraisal
"|Date

3. Salary Review Date

4 Earnings and Deductions
5. Tax Information

6. Dependent Information

7. Skills and Competencies
8. Education Details

Checklist
items

Finish Checklist
Fause Checklist
Bookmark Checldist

Checklists eliminate the need to navigate to individual items. They also ensure that all the
items that are part of a workflow are presented for completion. When you access a
checklist, you are presented with a list of items in the sequence in which they should be
completed.

Refer to the Optimizing System Features documentation for more detailed information on
using checklists to design a business process.

See also:
B Accessing a checklist (on page 77)
For detailed directions on accessing a checklist.

Working through a checklist

When you complete an item in a checklist, you can click the next item in the checklist.
When you click the next item, the system will check the record and save it. If the record
cannot be saved, the appropriate message (Reject, Warning, Information) will display in the
Message area.

When you complete the mandatory items in a checklist, you can click Finish Checklist or
Pause Checklist.

Finish Checklist
Pause Checldist
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Checklist symbols

If you have not completed the mandatory items in a checklist when you click Finish

Checklist, you wil

1 see a warning dialog, giving you the option to pause the checklist:

/Z Finish Checklist - Microsoft Internet Explorer

You hawve not completed all of the mandatory items for this Checklist. If
you finish the Checklist nowy, you will not be able to resume it.

You may wish to pause the Checklist instead, and then return to it later.

When you use a checklist, you need to be aware of what the symbol next to each item on
the checklist means.

Items in a checklist can be mandatory or optional. A mandatory item must be completed
before the next checklist item can be accessed. A mandatory item is displayed with a gray

triangle next to it.
Checklist

name ————

First form
enabled

0

Dizabled farms
arayed out

Finish checklist
displayed in red ™

—

In the New Hire checklist shown next, the first two items are mandatory:

Checklist
Mewy Hire

- S , Mandatary
2. Performance Appraisal itermns

DCate

L 3. Salary Review Date

4 Earnings and Deductions
5. Tax Information

6. Dependent Information

7. Skills and Competencies
8. Education Details

Finish Chechdist
Fause Checklist
Bookmark Checldist

Pause checklist
displayed in green

Until the mandatory items are completed, optional items are displayed in gray and are not
accessible. After the mandatory items are completed, the optional items will be enabled.
Their color will be changed to black.

Until the mandatory steps are complete, the Finish Checklist control will be displayed in
red or not available, depending on checklist options. The Finish Checklist control is
displayed in green when all mandatory steps have been completed. The 'Pause Checklist'
item is displayed in green.
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Note:

If the Finish Checklist control is available (displayed in red), the checklist can be stopped
even though all mandatory steps have not been completed. Stopping a checklist, however,

cancels all further processing.

The next example shows the 'New Hire' checklist after the first three items have been
completed. When an item is completed, a red check or tick is displayed next to it. Note that
the Finish Checklist item is now showing as green text, showing you that you can now stop

the checklist at any point.

When you complete the mandatory items in a checklist, you can click one of the following

checklist controls:

B Pause Checklist—to pause the checklist and return to it at a later date.
B Finish Checklist—to finish the checklist and complete the process.

Checklist
Mew Hire
A red check ¥#| 1.Basic Details
means that the __ 2. Performance Appraisal
farm has been Cate
completed »| 3. Salary Review Date

4 Earnings and
5. Tax Information
6. Dependent Information
7. Skills and Competencies
8. Education Details

Farms enahled
and displayed
in black

Finish Chechdist
Fause Checklist
Bookmark Checldist

The next example shows the 'New Hire' checklist with all the items completed:

Checklist
Mew Hire

1. Basic Details

2. Performance Appraisal
Date

3. Salary Review Date

4 Earnings and Deductions
5. Tax Information
6. Dependent Information
7 Skills and Competencies
; I y

R

LANEYNL NN

Finish Checklist
Fause Checklist
Bookmark Checldist
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Bookmark a checklist

You can save the current checklist as a bookmark by clicking the Bookmark Checklist
option. This adds the checklist to your list of bookmarks in the Navigator. The following
example shows the New Hire checklist as a bookmark:

¥ Bookmarks

. Employ

@ new Hire
. P d Checklists

AddiRemove Bookmarks

See also
B Accessing a bookmark (on page 77)
For detailed direction on accessing bookmarks.

Resume a paused checklist

You can pause a checklist for a number of reasons. For example, if you are using the New
Hire checklist and you do not have the employee's birth date, you could pause the checklist
and complete it at a later date when you have the information.

A paused checklist can be accessed in one of the following two ways:

B When you log on
B From the Navigator
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When you log on
If you have paused checklists on the system, the Paused Checklists dialog box will be
displayed the next time you log on:

3} Paused Checklists - Microsoft Internet Explorer

Click on a checklist to resume it, or click Cancel if you do not wish to proceed with this
checklist at this time. It will still remain as a paused checklist and can be resumed at a later
time.

From the Navigator
Another way to access a paused checklist is to click the Paused Checklists option from the
Navigator to access the Resume A Checklist dialog box.

See also:

B Pausing a checklist (on page 80)
For detailed directions on pausing a checklist.

B Resuming a paused checklist (on page 81)
For detailed directions on resuming a paused checklist.
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Finishing a checklist
When you complete a checklist click Finish Checklist. An Options dialog may appear

suggesting other actions you could take. Select one of the options to continue, or click Exit.

/} options - Microsoft Internet Explorer

Enter more Positions for this Employee
Enter additional New Hire details
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Switching between different employees and
organizations

If you have more than one organization established on your system, you will need to be
able to switch between these organizations easily and quickly. Within these organizations,
you will also need to switch between different employees just as easily.

For example, if you need to enter salary information for a number of employees, you will
want to be able to switch employees after you complete a Salary Assignment/Changes form
(40-SCR) for each of them.

To switch between organizations and employees, you use the Employee Selection dialog
box:

/3 Employee Selection - Microsoft Internet Explorer

Number: [ |

Name: | |

Social Sec Mbr: |:|

Crganization: |AEIC SOLUTIONS, IMC. i

iz TRV

To access this dialog box, click the Change Employee button on the toolbar.

@

See also:

B Changing to a different employee or organization (on page 83)

For detailed directions on selecting a different employee or organization.
B Displaying a list of organizations (on page 84)

For detailed directions on displaying a list of organizations.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

Completing the Guided Practice...........cooevieieirininieeeecee e 65
USING the NaVIZATOT....cc.eiitiiieiieiieieeieieet ettt 65
Switching between forms 0Nne-by-0ne .........cceecueverieniieienenienenieieseeeeaen 68
Switching between forms by selection ............cccecverenieieiinnenencnieeeenenne 70
Moving to a related form............coceveviiiiiiiiiininic e 73
Adding @ DOOKMATK ........ccueeieriiiieiieieiieeee et 75
Accessing @ DOOKMATK.........c.ocivieriirieiieieiecec e 77
ACCESSING & CNECKIIST.....eevieeieiieiieieeieiceteie et ens 77

Pausing a checklist
Resuming a paused checklist
Changing to a different employee or

OTZAMIZALION ...ttt ettt ettt ettt ettt e st e e b et e bt et e sbe et e sbeeatenbeeaean 83
Displaying a list of 0rganizations ...........c.cccceceevererienieieircnieneneneeeeeeene e 84

Completing the Guided Practice

In this task you are going to access the Training Administration component and select the

Setup and Maintain Courses process.

Using the Navigator

O

The Navigator is made up of these three levels:

B Components

B Processes—each process is associated with a component
B Tasks—each task is associated with a process

To use the Navigator to access a Task, complete the following steps:

Access a Component icon

Not all of the component icons are on display at once. To display a Component icon, you

may need to navigate to it by clicking the arrows on the Component bar.

For practice, click the right arrow on the Component bar until the Training Administration

icon is displayed.
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2. Click the Component icon
To access the Processes, click the Component icon.

For practice, click the Training Administration Component icon.

O

If you completed the Guided Practice, the results should look similar to the example that
follows:

Setup and Maintain Courses

Setup and Maintain Classes

Enter Employee Training Data
Register an Employee for Training
Cancel Registrations

Process Resulis and Analyzing Costs

Feport Information

3. Click a closed Process
To view the tasks associated with a closed Process, click it. The Process will expand to
display the tasks associated with it.

For practice, click the Process 'Setup and Maintain Courses'.

66



Chapter 5—Navigating the System

O

If you completed the Guided Practice, the results should look similar to the example that
follows:

Setup and Maint:

Enter Employee Training Data
Register an Employee for Training
Cancel Registrations

Process Results and Analyzing Costs

Click a task

To access a task, click the task icon.

For practice, click the task 'Setup/Maintain Course'.

If you completed the Guided Practice, the results should look similar to the example that
follows:

Course Directory Control Humber=

Training Units: [_|

Duration (Hours): [ |

Mumbe

Minimurm: [ Mairurm: [

See also:
B The Navigator (on page 51)
For more information on using the Navigator.

B Components (on page 51)
For more information on Components.
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B Tasks (on page 53)
For more information on Tasks.

Switching between forms one-by-one

Note:

Note:

The Back and Forward buttons on your browser's toolbar enable you to switch between
forms that you have accessed previously in a session. This means that you can use the Back
and Forward buttons to move quickly between forms and tables that you use repeatedly.

For example, you may want to copy information such as address details from one form to
another. The Back and Forward buttons are a quicker way of moving between these two
forms.

The Back and Forward buttons of your browser may not function precisely as described in
this task. Refer to your browser's documentation for further details that are specific to your
browser.

The Back and Forward buttons may only be enabled when you have accessed two or more
forms.

There are two ways that you can switch back and forth between forms:

B Switching between forms one-by-one (this task)

B Switching between forms by selection (on page 70)

This task explains how to switch between forms one-by-one.

To complete this task you must first access the forms listed below for Employee Number

'1234' by making the following selections from the Navigator.

% Employee Resourcing

Component:
Process: Maintain Basic Employee Details
Task: 2 Basic Employee Information
Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: ZF Personal Information
Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: ] Telephone/Previous Applicant info
Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: < Dependent Information

To switch between forms one-by-one complete these steps:
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Click Back
Click the Back button on your browser's toolbar to access a form you have previously
accessed.

-

The Back button will be disabled when you reach the first form you accessed in a session.

For practice, click the Back button to access the Phone Numbers and Employment
Information form (03-SCR).

Phone Numbers And Employment Information AUSTIN, STEVEN

ne Mu

Home: 5719923 Language: |English

Waork: Eut: Religion: [Presbyterian

Click Forward
To move forward one-by-one through the forms you have accessed, use the Forward button
on the Standard toolbar.

The Forward button will be disabled when you reach the last form you accessed in a
session.

69



Using the Web Client

For practice, click the Forward button to access the Spouse/Dependent Information form
(10-SCR).

Dependent D= poz]
Marme: JAUSTIN, JULLANNE

Relationship: | paughter = |
Student Status: [Full Time Student =
Birth Date; [12-27-13¢5 @ Female
Soc Security Mo [F82] 7] [4453 £ Male
Telephone Mumber: [312] [prz-o7as © Unclassified

Insurance Carrier: [

Employer Mame:
Address:
City/State:

7P Code: | | Alternate Taxpayer ID

Cancel

See also:
B Back and Forward buttons (on page 55)
For more information on switching between forms.

Switching between forms by selection

Note:

Note:

You can use your browser's Back and Forward buttons to switch between forms that you
have accessed previously in a session. This means that you can use the Back and Forward
buttons to move quickly between forms and tables that you use repeatedly.

For example, you may want to copy information such as address details from one form to
another. The Back and Forward buttons are a quicker way of moving between these two
forms.

The Back and Forward buttons of your browser may not function precisely as described in
this task. Refer to your browser's documentation for further details that are specific to your
browser.

The Back and Forward buttons are enabled only when you have accessed two or more
forms.

There are two ways that you can switch back and forth between forms:
B Switching between forms one-by-one (on page 68)

B Switching between forms by selection (this task)

This task explains how to switch between forms by selection.
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N IO

Note:

To complete this task you must first access the forms listed below for Employee Number
'1234' by making the following selections from the Navigator.

Component: % Employee Resourcing
Process: Maintain Basic Employee Details

Task: £ Basic Employee Information
Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: F  Personal Information
Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: S Telephone/Previous Applicant info
Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: ] Dependent Information

To switch between forms by selecting the form follow these steps:

Click the Back drop-down
Click the Back drop-down button on your browser's toolbar to access the list of forms you
have previously accessed.

«= Back |~

For practice, click the Back drop-down button.

Select a form
Select a form from the list by clicking on it.

After you select one of the forms from the list, the list will be refreshed.
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For practice, select the first form you accessed, Employee Information (EF-SCR).

Employee Information AUSTIN, STEVEN

arh
oot
Temmination: [ |

2314 W MILWAUKEE AVE White-Not Hispanic

PFT &
CHICAGO E0E14

UsA

il ekly

Hourly-TE Required

3. Click the Forward drop-down

Click the Forward drop-down button on the Standard toolbar to access the list of forms you
have accessed.

For practice, click the Forward drop-down button.

>

Select a form
Select a form from the list by clicking it.

72



Chapter 5—Navigating the System

For practice, select the Spouse/Dependent Information form (10-SCR).

Spouse/Dependent Information AUSTIN, STEVEN

AUSTIN, JULIANNE
Daughter
Full Time Student

2-27-1965 @ Female
4453 O Male
12 72-0789 O Unclassified

See also:
B Back and Forward buttons (on page 55)
For more information on switching between forms.

Moving to a related form
This task explains how to navigate to a related form.
To complete this task you must first access the Employee Information form for Employee

Number '1234' by making the following selections from the Navigator.

Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: £} Basic Employee Information

1. Click on the selection list
Click the down arrow button beside the list box on the toolbar.

}; 2w [rone jﬂ”

A list of forms related to the form with which you are currently working will display.
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For practice, click the down arrow button beside the list box on the toolbar.

. . . . . . . . . a ? w Additional Ernployee Infarmation

SOoro Mg niori

on ] 0
Home Location Pay Allocation

Employee Information AUSTIN, STEVEN

irth: [07-15-1323
Employment; [0%-03-13832
Termination: [

[Mate ]
2314 W MILWPALKEE AVE
[P &
[ CHICAGD 60514
USA

e ekly

123 5733
Hourly-TE Required

2. Select a form
To navigate to a related form, select one of the forms shown in the list.

For practice, select 'Additional Employee Information’ from the drop-down list.

Click Go

Click the Go button beside the drop-down list on the toolbar. The selected form will display
in the Form Area.

g

IO

For practice, click Go.
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If you completed the Guided Practice, the results should look similar to the example that
follows:

Additional Employee/Payroll Information AUSTIN, STEVEN

AFL-CIO

See also:
B Related forms (on page 57)
For more information on related forms.

Adding a bookmark

]

To add a bookmark to your list of bookmarks on the Navigator, follow these steps:

Access the form
Access the form you would like to include as a bookmark.

For practice, access the Employee Information form (EF-SCR) for Employee Number
'1234".

Access this form by making the following selections from the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details

Task: F Basic Employee Information

Access the Customize Bookmarks dialog
Access this dialog by making the following selections from the Navigator:
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Component: Bookmarks
Process: Bookmarks
Task: '@' Add/Remove Bookmarks

For practice, access the Customize Bookmarks dialog.

J Customize Bookmarks - Microsoft Inter

3. Click Add
The form is added to the list in the dialog.

For practice, click Add.
4, Click OK

The dialog closes, and the form is added to the list of bookmarks in the Navigator.
For practice, click OK.

If you completed the Guided Practice, the results should look similar to the example that
follows:
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See also:
B Using bookmarks (on page 56)
For more information on bookmarks.

Accessing a bookmark

To complete this task, you must first complete the task Adding a bookmark (on page 75) to
add a bookmark that you can access.

Access a Bookmark
Access a bookmark that you have previously added to the list of bookmarks.

To access a bookmark make the following selections on the Navigator:

Component: Bookmarks
Process: Bookmarks

You will see your list of saved bookmarks in the Navigator.

For practice, access the bookmarks list.

¥ Bookmarks
. Employee Infarmation

. Fa d

. Add/Remove Bo

See also:
B Using bookmarks (on page 56)
For more information on bookmarks.

Accessing a checklist

Checklists provide a way to link multiple items that you can access and work through using
a list displayed in the Navigator. In this example you are going to access a checklist that is
delivered with eCyborg.

Access a checklist
Access a checklist you want to use.

For practice, access the universal checklist 'Hire a New Employee’.

Access this checklist by making the following selections from the Navigator:
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Component: % Employee Resourcing
Process: Hire, Rehire, Reinstate an Employee
Task: ® Hire aNew Employee

Select which checklist you want to use (optional)

In the Hire a New Employee checklist, there are two types of employees that you can hire.
To proceed, you must select which type of employee you want to use. Skip this step if your
checklist does not offer a similar option.

Select which type of employee you want to use:

B New Hire from Applicant Tracking system—if the employee's record has already been
entered on the system.

B New Hire not currently on the system—if there is no existing record of the new
employee.

For practice, click 'New Hire from Applicant Tracking system'.

a Options - Microsoft Internet Explorer

Mews Hire from Applicant Tracking system
Mew Hire not currently on system

Enter date
On the Select Date dialog box, enter a default effective date for the forms in this checklist.

For practice, type today's date.

7 select Date - Microsoft Internet Explorer

Effective Date:

78



Chapter 5—Navigating the System

‘"ED

""ED

Click OK
Click OK on the Select Date dialog.

For practice, click OK.

Change employee (optional)
The first form of the checklist may open with the current employee. If you wish to change
the employee, click the Change Employee button.

o

For practice, click Change Employee.

Enter a Number, Name or Social Sec Nbr
Enter the employee number, name, or Social Sec Nbr of the applicant you want to create as

a new employee.
For practice, type 'BENTKOWSKI, TIMOTHY' in the Name text box.

Select an Organization
In the Organization option list, select the organization in which you want to create the new
employee.

For practice, select 'Acme Manufacturing'.

Click OK
Click OK to access the checklist.

For practice, click OK.
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If you completed the Guided Practice, the results should look similar to the example that
follows:

@ ﬁ 0 9 @ @ 0 @ Z 2 N IAplecant Wiork History j EI

Checklist =
Applicant Mew Hire

Joh Sequence Mumbers

2. Applicant Hire Information . . e
3. Make the Applicant an Btk e e R

" [Employee R r—
4 Mew Hire activity status Reduisition D:
5. Employes information Pt | EI
6. Salary details
7. Additional Fersonal s e

Infarmation
g Employes telephone Interview Status: |Physical Exam #1 =i Org: [Fossss |

details

b

Standing: IUnderCnnsideratinn =i Dent: |Regmn3333 =i

Finish Checklist
Pause Checklist EED Loc: [chicage Facility =

Bookmark Chechdist |

Cancel |

[

See also:
B Understanding checklists (on page 58)
For more information on checklists.

Pausing a checklist

When you have accessed a checklist, you can pause it at any time. You may need to do this
if you discover that you do not have the necessary information to complete the checklist
items.

To complete the Guided Practice in this task, you need to have completed the Guided
Practice in the task Accessing a checklist (on page 77).

Click the Pause Checklist control
To pause the checklist, click the Pause Checklist control on the Navigator:

” Pause Checklist

For practice, click the Pause Checklist item.

O
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See also
B Understanding checklists (on page 58)
For more information on checklists.

Resuming a paused checklist

To resume a paused checklist, you use the Resume A Checklist dialog box. This dialog box
can be accessed in one of two ways:

B When you log on to eCyborg
B From the Navigator
In this example, you access the Resume A Checklist dialog box from the Navigator.

To complete the Guided Practice in this task, you need to have completed the Guided
Practice in the task Pausing a checklist (on page 80).

Access the Resume A Checklist dialog box
Click the Paused checklists option in the navigator to access the Resume A Checklist dialog
box.

¥ Bookmarks

. AddiRemove Bookma

hec

The Resume A Checklist dialog box can also be displayed when you log on to eCyborg if
you had previously paused a checklist.

For practice, click the 'Paused checklists' option.

Select a paused checklist
Select the paused checklist you want to resume.
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For practice, select Applicant New Hire.

) Paused Checklists - Microsoft Internet Explorer

Applicant Mew Hire  Thu Jun 13 09:12:25 CDT 2002 993333 A0Q2
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If you completed the Guided Practice, the results should look similar to the example that
follows:

L33 IAplecant Wyark Histary

Checklist =
Anplicant Mew Hire
on Information Job Sequence Numnber>
¢| 2 Applicant Hire Information )
3. Make the Applicant an Date 1t Considered: [FL-05-1567
"Ermployee

Requisition 1D: [

4 Mew Hire activity status
5. Employes information

- Position: |
6. Salary details El
7. Additional Personal Job Infarmation
[nformation
5. Employee telephone Interview Status: | Physical Exam #1 = Ory: [F59es
details

Standing: |UnderCnnsideratinn =i Dept: |Reginn3333 =i
Finish Checklist

Pause Checklist EEO Loc: [chicago Facility =
Bookmark Checklist |

Cancel |

[

See also:

B Resume a paused checklist (on page 61)
For more information on paused checklists.

Changing to a different employee or organization

The Employee Selection dialog box can be used to select a different employee or
organization.

In this example, you are going to select a different Employee Number and Organization.

Before you can complete the Guided Practice in this example, you need to have selected a
form, an employee, and an organization. Access the Employee Information form (EF-SCR)
for Employee Number '1234', in Organization 'Acme Manufacturing'.

1. Access the Employee Selection dialog box
Click the Change Employee button to access the Employee Selection dialog box.

o
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Note:  Before you can change to a different employee or organization, you must access a form.

For practice, click the Change Employee button.

a Employee Selection - Microsoft Internet Explorer

Number; | |

Name: | |

Social Sec Mbr: |:|

Crganization: |AEIC SOLUTIONS, IMC. i

2. Enter a Number, Name, or Social Sec Nbr
Enter a number, name, or Social Sec Number of the employee you want to use.

For practice, type Employee Number 'A002'.

0

Select an Organization
Select the Organization that you want to use.

For practice, select 'ABC Solutions, Inc.".

Click OK
When you click OK, the form will display the record for the selected employee.

i n

For practice, click OK.

See also:
B Switching between different employees and organizations (on page 64)
For more information on how you switch between different employees and organizations.

Displaying a list of organizations
To display a list of the organizations that have been established on eCyborg, use the
Organization Listing form (COLIST).
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Note:

Access the Organization Listing form
Access this form by clicking the Enter Command button on the toolbar.

=)

Type COLIST in the Program text box and click OK.

For practice, access the Organization Listing form (COLIST).

If you completed the Guided Practice, the results should look similar to the example that
follows:

The Organization Listing form (COLIST) can have multiple pages. To view the next page of
records, click OK.

The following message will appear when all the records on file have been viewed.

'----Complete----'
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Review of Questions Answered

1. How is the Navigator organized?

2. What effect does your user profile have on information you can access?

3. What method is provided to allow for switching between forms?

4. What are checklists?

5. What method is provided to allow the selection of a different employee?
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CHAPTER 6

Using the Support Tools

In This Chapter
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Introduction

eCyborg support tools provide point-and-click access to a comprehensive set of product
information. Whether you are looking for directions for completing a task, an example of a
report, or context-sensitive help the information is available to you. This section explains
the purpose of the delivered support tools and how to use them.

Tasks
This section explains the following:

Accessing the Help menu

Accessing help for all of eCyborg

Accessing help for a component

Accessing context-sensitive help for a form

Accessing context-sensitive help for text and list boxes

Prerequisites

You should be familiar with using web browser software.
Questions answered
The following questions are answered in this section:

1. What types of online help are provided?
2. How do you access help on all of eCyborg?
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The Help system

To effectively use the Help system, you should understand how it is organized and what
types of help are available. There are several ways in which you can get help online with
eCyborg:

Modular help

Standard online help
Step-by-step directions
Conceptual information
Quick reference information
Full text search

Modular help system

The system is delivered with a number of help files, arranged in a logical manner on your
web server. Using a modular online help system means that you have two ways of looking
at help:

B Help menu—displays help on the entire system, allowing you to search for information
even if you are not sure of its location in the system.

B Help on a specific part of the system—allows you to search for and display help relating
only to the component of the system in which you are interested.

Both help for all of eCyborg and help for a specific component use standard XHTML
pages.

The Help menu
The Help menu provides access to all of the help files provided with eCyborg.

eCyborg Help Files @wbﬂg

See also:
B Accessing the Help menu (on page 108)
For detailed directions on accessing the Help menu.

B Accessing help on using the eCyborg web client (on page 109)
For detailed directions on using the Help menu.
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Standard XHTML help

Extensive online help is provided with eCyborg in the form of XHTML pages, including
the following:

Step-by-step directions

B Related topic information

B Conceptual information

B Quick reference information

Step-by-step directions
Step-by-step directions are provided for tasks, providing an important source of support
while you complete a task.

You can display two levels of information in the detailed directions—in detail and in brief.
'In detail' lists the steps and provides additional rationale and tips. 'In brief' lists only the
steps.

The following figure shows the 'In brief' display for the task 'Scheduling and tracking
performance reviews":

4]~ [Corterts| Index |

Scheduling and tracking performance reviews (In Brief)

To schedule and track performance reviews, follow these steps:

Access the Schedule/Track Performance Appraisals form (50-SCR)
Enter the Date Scheduled

Select the Type Of Appraisal

Enter the Location Delivered

Enter the Date Distributed

Enter the Person Responsible

Enter the Date Expected

Enter the Date Returned

Click Save or press Enter

Related Tasks

BEecording pedormance appraisal results

L= I == R = I B

If enabled, the Up and Down arrow buttons will take you to other tasks you might complete
in a series. Related tasks are also shown at the bottom of the page.

To access step-by-step directions for a task, you access the help for a form and then select
the particular task from the 'See also' list.

Conceptual information

Supporting conceptual information is provided for all tasks in the help. You can access
these by looking in the help for a component.
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For example, the Human Resource Management Administration component offers the
following conceptual help on tracking a performance appraisal:

Contents

@ Copyright Motice
@ Introcuction

Q Employes Resourcing
=i

Employee Developmegd

@ Introcuction
@ Scheduling and tracking performance appraizals

The recording of performance appraisal results

Linking performance appraisals and salary reviews
@ Processing unrelsted performance appraisals and salary revie
@ Creation of training plans

E Performance appraizal reports

[ S e I

@ Employes Relations
@ Employee Compensation
@ Guick References
@ Gloszary of Terms

Incle:x
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If you select the concept 'Creation of training plans', the following information will be
displayed:

4]~
Creation of training plans

As part of the appraisal process, it is common to look at enhancement opportunities or skills gaps
and create a training plan far an employee. The Training Administration compaonent is used to
accomplish this. You can easily use this component's functionality to capture future training
requirements for employees; and, once classes are established and scheduled, the actual
registrations can be processed with speed and efficiency. The training results history for each
employee is easily tracked and maintained using Training Administration.

Refer to the Using Training Administration documentation for more information on how to use this
component.

Tracking Performance Appraisals
Introduction

Scheduling and tracking performance
appraisals

The recording of perfarmance
appraisal results

Linking petformance appraisals and
salary reviews

Processing unrelated performance
appraisals and salary reviews

Performance appraisal reports
How To

How To {In Brief)

Links to related concepts and tasks are displayed at the bottom of the screen.

Quick reference information

Quick reference information is provided for a variety of information, including the
following:

Reports
Forms
Option lists
Dialog boxes

This information is accessed from the Quick References section of the help.

92



Chapter 6—Using the Support Tools

Full text search

Contents

@ Copyright Information

@ Introcuction

@ Plan Design

@ Enrallment

@ Employes Benefits Maintenance:

@ pian saministretion

B quick References
@ Repaort Quick Reference
@ Calculation Option List Quick Reference
@ Funding of Deferred Plans
@Working weith Stock Plans
@ Technical Considerations
@ Accumulation HEDs and 401(k) Plans
@ Form Guick Reference

@ Glozsary of Terms

Incles:

The Help menu includes a full text search, allowing you to search all, or a combination of,
the help files. When you click the Search option on the Main Index page of the Help Menu,

the main Search page is displayed:

[ Search |

You have five options on this page:

Main Index

Simple Search
Category Search
Section Search
Rebuild Search Index
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Main Index
Click this option to display the main Help Menu.

eCyborg Help Files

Simple Search
This is the default search, which searches all of the help files for a word or phrase. For
example, if you typed the words 'new hire' in the search box, and clicked Search...

Search
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...you will get the following results:

eCyborg Help Files

Document | Summary

Hire form |

Click on any of the options in the left pane to bring up the relevant help page.
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Category Search

You can limit your search to look in one or more categories:

Category Search

The categories you can select (and therefore include in the search) are:

B General Documentation

Using the eCyborg Web Client
Optimizing System Features
Solution View

Field and Verb Descriptions

B Human Resource Documentation

Implementing Human Resources Administration
Benefits Administration

Using Human Resources Administration
Position Administration

Requisition Administration

Salary Administration

Training Administration
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Payroll Documentation

Introduction to Payroll

Payroll Organization Setup

Payroll Employee Setup

Payroll Reports and Balancing
Payroll Time Entries and Adjustments
Multicurrency

Quarterly Reporting

Time and Attendance Documentation
® Time and Attendance Administration

Technical Documentation

® Programming

® Security

® Distributed Administration
® Technical Administration

97



Using the Web Client

Section Search
You can limit your search to particular help files:

Section Search

Select those sections you wish to include in your search.

Rebuild Search Index

The Rebuild Search Index option is used when the main index needs to be recreated. This is
an administrative task, and will be carried out by your System Administrator if there are
any changes or additions to the help files.
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Report information

You can access report information directly from the Navigator. Each process contains a
Report Information item; this item is always the bottom item in the list.

The following figure shows the tasks and Report Information item for the process Track
Performance Appraisals. To view report information, click the Report Information option.

Pk Emplovee Skills, Competencies, Trainimn
¥ Track Performance Appraisals
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Clicking on the Report Information option will bring up a list of all of the reports associated
with a component. The following example shows the Reports available for the Benefits
Administration component:

nn Caon N
Report Quick Reference

In This Section

Introduction

401(K) Excess Contributions Report (2-RPT)

85-RPT Alternate Key Creation By Dates (35QRPT)

Actuarial Interface Output Tape (4L-RPT)

ADP Earnings Repart (ZE-RPT)

Benefit Plan Tables Report (SKARPT)

Benefits Activity and Option ““alidation Table Records (ST-RF
Benefits Eligibility Rules Table Records Batch Report (SL-RF
Benefits Participation Rules Table Records Bateh Report (9M-BPTY
Benefits Plan Breaks-In-Service Rules Table Recards (U-RPT)
Benefits Plan Factors Table Records Batch Report (SM-RPT)
Benefits Plan Prototype Caontribution HED Table Records (35-RPT)
Calculation of Credited Service Granted (40-RPT)

Calculation of Yesting Percentage Eamed (41-RPT)

Cerificate of Group Health Plan Coverage (S9KRPT)

Changed Beneficiary/Contingent Annuitant (3P-RPT)

Changed Retirernent Election Data (30-RF

COBRA: Dependents Mo Longer Eligible (4R-RPT)

COBRA: Divorced/Separated Employees (45-RPT)

COBRA: Mo Response by Due Date (4U-RPT)

CORRA: Terminations and Deaths (T-EPTY b

You can then choose a specific report for more detailed information. For example, if you
selected quick reference help on the 'Benefit Plan Tables Report (9KARPT)' report, the
following information would be displayed. Click the small picture of the camera to see an
example of the report.
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Benefit Plan Tables Report (9KARPT)

Examgle
The Benefit Plan Tables Report (SKARPT) displays all of Benefits Administration table records associated with
a plan or a range of plans specified on the parameter form.
Business Tasks
This report is used to complete the following business tasks:

» Review benefits plan rules and options
= Analyze plan coverage and cost
= Analyze plan eligibility rules
» Analyze vesting and participation rules
= Analyze HED prototype
Report field details
The fields on this report are listed in the documentation for each of Benefit Administration table record reports.

Parameter options and setup
n Control Number—Enter the Control Mumber of the table set you want to print. Specify this pararmeter
and leave the As Of Date field blank to include all table records in the table set, regardless of date.
= As Of Date—Enter in CCYYMMOD or MWM-DD-CCYY (US and Canada) or CCYYDDMM or DD-MM-
CCYY (elsewhere) format to select the table records in effect as of this date. Specify this parameter
and leave the Contraol Number field blank to include all table records.
= Beginning Range Plan ID—Enter the first benefit plan in the range to be printed. If you want to print
only one plan, specify it here.
» Ending Range Plan ID—Enter the last benefit plan in the range to be printed.
See also:

= Plan documentation for welfare

For mformation on how to use this report.
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Context-sensitive help

The levels of context-sensitive help that are available to you are:

B Form
B Text or list box
B Dialog

Help on forms

To learn the purpose of a form, use the form-level help. To display form-level help, access
a form and click the Help on This Form button on the toolbar.

?

For example, if you click the form-level help button on the Plan Coverage Amount Entry
form (53-SCR):

Plan Coverage Amount Entry AUSTIN, STEVEN K

Contribution

HEL: Amourt 1: [ ]
Amount2 [ ]

Flan Information

Amaount:

Action:

Ded Effect Date:
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...you will see this:

Plan Coverage Amount Entry (63-8CR)
The Plan Coverage Amount Entry formn (53-3CR) is used to view or record an employee's
coverage and contribution amounts in a welfare benefits plan.

When an employee is enrolled in a welfare plan or changes the option, coverage, contribution, or
status, an entry is made on the Welfare Plan Enroliments/Changes form (55-3CR). At that time,
one Plan Coverage Amount Entry form (53-SCR) is system generated far each contribution type
available under the welfare plan.

This form contains the effective date of the coverage and the Coverage Amount 1, Coverage
Armount 2, and annualized contribution amount for the contribution type. The annualized
contribution amount is then de-annualized to the employee’s frequency. The Contribution Action
list box is used to record whether the values on this form were accepted as calculated by the
plan rules, overtidden, or entirely rejected.

The Flan Coverage Amaount Entry form (53-3CR) is intended to provide a historical record of an
employee's plan coverage amounts.

Business Tasks
This form is used to perform the following business task:

= Yiewing coverage and contribution armounts

The Business Tasks section provides links to detailed directions for completing business
tasks associated with this form.

See also:
B Accessing context-sensitive help for a form (on page 111)
For detailed directions on accessing context-sensitive help for a form.

Help on text and list boxes

To access help on text and list boxes on a form, use the 'What's This?' help button on the
toolbar, and then click in the box you want to know about.

k2

For example, if you wanted to know about the Address text box on the Employee
Information form (EF-SCR), you would drag the help icon to 'Address' and click. In this
instance, the following help will display:

ADDRESS

Description
This alphanumeric field containg 30 characters.
Business Use

The Address field is used to enter the street number and
street name portion of the applicant’s address.

See also:
B Accessing context-sensitive help for text and list boxes (on page 112)
For detailed directions on accessing context-sensitive help for a box or list.

103



Using the Web Client

Help on dialog boxes
Clicking on the Help button on a dialog box will bring up the help associated with that
dialog.
For example, if you click the Help button on the Command Entry dialog box:

a Command Entry - Microsoft Internet Explorer

Organization:

Program: ]

ey ———
Additional Key: | |

Codes 1-2: |:| Action: |:|

...you will see this help page displayed:
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Command Entry

Use the Command Entry dialog box to enter the IDs of forms, queries,
other programs, and other parameters that may be reguired. YWhen you
choose the OK button, the command constructed from your entered
pararmeters is executed.

Command Entry contains:

» Crganization

= Program

n Key

= Additional Key

n Codeg 1-2

n Action
Organization
Ifit is not already displayed in the text box, enter the 1D of the
company whose information you want to enter/and or display.
Program
Enter the |0 of the form you want to display or the query or program to
execute.
Key
Type the key value (for example, Employee Number). The system
uses the values in the Program and Key text boxes to display the form
and data you requested. The value in the Key text box must be
consistent with the requirements of the form you requested.
Additional Key
Use this text box to continue the entry made in the Key text box when
the entry is too long to fit in just the Key text box. You may also make
an entry in the Additional Key text box to specify a special value
required for processing the form or program.
Codes 1-2
If required, type a Codel value in the first character position andfor a
Code2 value in the second character position of this text box. Codel

valid entries are E or blank (Default), | for inguiry, and K for a ‘what-if
mode Code? walid entries gre U on to the newt form in the stack 5

| v

[
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Electronic documentation

Cyborg Systems, Inc. hosts a full set of One-Stop Documentation on the Cyborg Users
Bulletin Board Service (CUBBS).

CrBORG Welcome to Cyborg Users Bulletin Board Service

. CUBBS is your online place for technical praduct FAQs, documentation, product enhancements, quarterly regulatory bulletins, and a
File Areas variety of critical updates regarding your Cyborg products.

Regulatory Bulletins The default setting is for frames "on" if your browser is frames-enabled for the File Area of the systern. Many users prefer turning their
4 frames "off". vou can do this by going to "personal stats" and re-setting this function. You may also change your password at any time
through "personal stats",

North American

Benefits FAQs

HR FAQs

Payroll FAQs

Position
Management FAQs
Reporting FAQs

Technical FAQs

Personal Stats

Each of these electronic manuals is a complete One-Stop Document; it includes all of the
appendices, glossary, index, and the training exercises you would find in a printed manual
from Cyborg Systems. You can access and view this set of One-Stop Documentation user
manuals from CUBBS, allowing you to print an entire manual or sections of a manual.

Note: You may not have access to CUBBS, in which case you would need to speak to your
Administrator who should be able to access the documentation for you.

Note: These manuals may be stored locally on a network server. Consult your System
Administrator for specific instructions on how to access the electronic documentation at
your site.

The electronic documents are saved in the Portable Document Format (PDF) from Adobe

Systems, Inc. You cannot view these documents in your word processor, rather you would
use the Adobe Acrobat Reader (available as a free download from Adobe Systems, Inc.—
www.adobe.com).

Adobe Acrobat Reader

The Adobe Acrobat Reader is a tool produced by Adobe Systems, Inc. The Acrobat Reader
allows you to access Acrobat documents produced by Cyborg Systems. These documents
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can be used online, or printed out for an exact replica of the Cyborg documentation. The
Adobe Acrobat Reader will help you to:

Access and read all electronic documentation

Search for any word or phrase within a document

Search for any word or phrase across all electronic documents

Print out a hard copy of any document precisely as it would have been produced by
Cyborg Systems, Inc.

Refer to the Adobe Acrobat Online Guide for further information on how to use the Adobe
Acrobat Reader. You can access the Adobe Acrobat Online Guide by starting the Acrobat
Reader and selecting the Help menu and then the Reader Online Guide option.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

Completing the Guided Practice ..........ccceoeeiiirenenieeeeeee e 108
Accessing the Help menu
Accessing help on using the eCyborg web

CLIBTIE ..ttt sttt 109
Accessing help for a component from the Help

TTIETIUL «.eueitente ettt ettt et et a ettt et sa et be e sa et be e saeeat e bt e e e eaee b eae 110
Accessing context-sensitive help for a form .........cccceeeevvevieneecencecieee. 111
Accessing context-sensitive help for text and

LISt DOXES .ttt ettt sttt ean 112

Completing the Guided Practice

In the following task(s) you will display employee data for employee Steve Austin, whose
Employee Number is 1234.

In order to complete the Guided Practice in the task(s), you first need to access the
Employee Information form (EF-SCR) for Employee Number 1002 in organization
999999, ACME Manufacturing.

Access this form by making the following selections from the Navigator:

Component: % Employee Resourcing
Process: Maintain Employee Details

Task: F Basic Employee Information

Accessing the Help menu
To access the Help menu from the toolbar, click the Help Menu button:

The help files are grouped in components.
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For practice, access the Help menu from the toolbar.

See also
B The Help system (on page 89)
For more information about help on eCyborg.

Accessing help on using the eCyborg web client
To access help on using the eCyborg web client, follow these steps:

1. Access the Help menu
Access the Help menu by clicking the Help Menu button.

For practice, access the Help menu..
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2, Click General
Click the General option.

General Help @ .
cyborg’

For practice, click the General option.

3. Click Help on using eCyborg
Click the 'Help on using eCyborg' item. The help file for using eCyborg will display in your
browser window.

For practice, click 'Help on using eCyborg'.

See also:
B The Help system (on page 89)
For more information about help on eCyborg.

Accessing help for a component from the Help menu
To access help for a particular component of the system using the support interface, follow
these steps:

1. Access the Help menu
Access the Help menu by clicking the Help Menu button on the toolbar .

7]
0J .
For practice, access the Help menu.
2. Click an item containing a component
Click the item in which you are interested.
For practice, click 'Human Resources'.
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]

Click the item in which you are interested
Click an item and the help file will be opened.

Human Resources Help

Help on Using Human Resources Administration

For practice, click 'Help on Using Human Resources Administration’.

See also:
B The Help system (on page 89)
For more information about help on eCyborg.

Accessing context-sensitive help for a form

N

]

To access context-sensitive help for a form, access a form and follow these steps:

Access a form
Access the form for which you want to see help.

For practice, access the Employee Information form (EF-SCR) for employee number 1234.

Click the Help on this Form button

Click the Help on this Form button on the toolbar. The help for that form will be displayed
in a browser window.

?

For practice, click the Help on this Form button.
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If you completed the Guided Practice, the results should look similar to the example that
follows:

Employee Information form (EF-SCR)

The Employee Infarmation form (EF-SCR) is used to add an applicant or new employee to the
Employee Database (FILED2) using a Local Employee Model and to change existing employee
infarmation

A legal name and address must be entered for every employes. Mame Code 001 is always
reserved for the legal name and address. It is used as payee information in the Payroll module
unless another Name Code is set up for this function. The Mame Code is required whether you
are entering information online or in batch.

Mote This form cannot be used to update & Logical Employes Model You rmust use the
Employee Name And Address form (FF-SCH) for the Logical Employes Model instead.

Business Tasks
n Using the Employee information form (FF-5CR) to enter basic information

For more information about this form.

See also:
B Help on forms (on page 102)
For more information about help on forms.

Accessing context-sensitive help for text and list boxes

N

To access context-sensitive help for a box or list, access a form and follow these steps:

Access a form and position the pointer
Access the desired form and then position the pointer in the text or list box for which you
want to see help.

For practice, access the Employee Information form(EF-SCR) for employee number 1234.
Click the 'What's This?' button

Click the "What's This?' button on the toolbar. The pointer will now have a question mark
associated with it.

K2

For practice, click the 'What's This?' button.

Click the box or list
Click the box or list about which you want help to display the context-sensitive help.
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For practice,click the Race option list (HR22) to display the context-sensitive help.

RACE-CODE

Description

This alphanumeric field contains 2 characters.

Options

This field uses the EEO Race Option List.

Business Use

This is the employee's RACE-CODE used in EEQ reporting.
Guidelines

This option is only applicable if Basic HR is purchased (i.e., if only
Payrall is purchased this field will not validate).

Option List Information

EEOQ Race Option List

Do nat change the option translations in this Option List. EEO reports
are expecting the options to have the delivered meaning. This option
identifies the employee's race for the purposes of EEO reporting.

See also:
B Help on text and list boxes (on page 103)
For more information about field-level help.
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Review of Questions Answered

1. What types of online help are provided?

2. What is the Help menu?
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CHAPTER 7

Working with Data

In This Chapter

TNEOAUCTION ettt ettt st
VIEWING dALaA.....ceiieieiiitieieeieee ettt ettt sttt eneas
Adding and modifying data
Option listS.....ccevvereecieeiererieeeeeie e
FOIM QCHIONS ...ttt ettt e aesre e e beesaestaesaennas
Record deletion........ccueceieiieeieiiiiieieet ettt ettt
SyStem mMeSSAZES ...c.vevveeurerveeuerieeeeniennens
Detailed Directions..........ccoceveeveecieennnnns
Review of Questions Answered
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Introduction

Tasks

Prerequisites

Questions answered

When you begin to enter data into eCyborg, you need to know how to select different
employees, as well as the different formats that the system will accept when you enter
different types of data. This section tells you how to access a different employee and
explains the different data formats.

This section explains the following:

Displaying employee data using Employee Number, name, or Social Security Number
Displaying employee data using phonetic search
Displaying a selection list in the message area
Choosing a record from a selection list
Displaying an employee profile

Clearing all boxes on a form

Entering dates

Entering numeric data

Using option lists

Saving changes to a form

Canceling changes to a form

Adding a record

Modifying a record

Deleting a record

Responding to reject messages

Responding to warning messages

Before you can complete the tasks in this section you need to have completed the
following:

Logged on to eCyborg.
Read Exploring the Work Area (on page 37) that introduces you to eCyborg interface.
Read Navigating the System (on page 49) that explains how you navigate eCyborg.

The following questions are answered in this section:

Sk W=

‘What methods are available for viewing employee and organizational data?
What types of numeric data are used?

What are option lists and how are they used?

What actions can be performed when working with forms?

How are employee and organizational data deleted?

What types of system messages are provided?
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Viewing data

When using eCyborg, you work with both employee and organizational data. This section
explains how to access employee data.

Employee data

Employee data is stored in records that contain information that is specific to an employee.

Accessing employee data

Employee data is stored in records that contain information that is specific to an employee.

In order to view a record for an employee, you need to identify to the system which
employee's record you want to access.

You can access an employee's record by entering the relevant information in one of three
text boxes in the Employee Selection dialog box.

B Number—Employee Number
B Name—Employee Name
B Social Sec Nbr—Employee Social Security Number

a Employee Selection - Microsoft Internet Explorer

Number; | |

Name: | |

Social Sec Nbr: |:|

Organization: [4BC SOLUTIONS, INC.

You must then select the organization to which the employee belongs.

When you have entered the relevant information, click OK to access the employee's record.
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When you enter an employee's name, you can enter either the complete name using the
correct mix of upper and lower case, or just the last name. If you enter the last name, the
Select an Employee dialog box will be shown, from which you can select the exact
employee and access his or her record.

a Select an Employee - Microsoft Internet Explorer

9999399 IWMORSE, GORDAN B8B-88-8004
9999399 1009 IMOREAL, GARDMNER 88B8-88-8009
9999399 1001 MEYER, JUMNE B8B8-88-8001
9999399 1007 MORITZ, KATHERINE C B88B8-88-8007
9999399 1003 MWLUIR, LINDA 88B8-88-8003
9999399 1006 IWMERTZ, LYMMNE C B8B-88-8006
9999399 1010 MOHR, MICHAEL T 88B8-88-8010
9999399 1005 IWMORRIS, ROBERT B88B8-88-8005
9999399 1002 MOORE, SAMUEL B88B8-88-8002
9999399 1008 MAURICE, 5TACY E B8B8-88-8008

[

See also:

B Displaying employee data using Employee Number, name or Social Security Number
(on page 139)

For detailed directions on viewing employee data.

Accessing an employee using phonetics

There may be occasions when you are provided with an employee's name, and you need to
check the system to ensure that you have the correct spelling and that there are not several
employees with a similar name.
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When you enter a name on the Employee Phonetic Name Lookup form (PHONET), any
name that sounds close to your guessed spelling is displayed, so that you can find the
correct spelling.

When the results of the search are displayed, you can find out:
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Which organization he or she is in

The Employee Number

The correct spelling of the employee's name
The Social Security Number

The Sex of the employee

org Empl  # Employee  Mame SSM Sex
999550 1004 MORSE, GORDAN 888-858-8004 I
GOG65G 1000 MOREAL, GARDMER BBE-88-BO0G i}
999999 1001 MEYER, JUME BEE-BE-8001 F
999590 1007 MORITZ, KATHERIME C 888-88-8007 F
GOGH00 1003 MUIR, LINDA BEE-8B-B003 F
999599 1006 MERTZ, LYMNE C 888-88-8006 F
9995590 1010 MOHR, MICHAEL T 888-88-8010 M
006850 1005 MORRIS, ROBERT BEE-8B-B0O05 I
9995559 1002 MOORE, SAMUEL 888-88-8002 1}
GOG65G 1008 MAURICE, STACY E BEE-8E-BOOR F

(8124 |

When you have this information, you can use the Employee Selection dialog box to access
the employee's record.

Click OK to return to the Employee Phonetic Name Lookup form (PHONET).

See also:

B Displaying employee data using phonetic search (on page 141)
For detailed directions on using the Employee Phonetic Lookup form.

Viewing multiple occurrences of data on a form

When you access a form that contains historical or multiple occurrences of data, the most
current data will be displayed. If a form has multiple or historical records, you can access
these records through the Selection list. For example, from the Salary Assignment/Changes
form (40-SCR) you can access the history of an employee's salary and assignment changes.
The Selection list is displayed in the Message area.

You can display the Selection list using the Selections button on the Standard toolbar. The
Selections button is only enabled when there are multiple or historical records.

S
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The following example shows the history of June Meyer's salary and assignment changes:

0L-15-2002

[iotceurance ] [nersssemst
sy ] I

Hours Per Period:
Hourly Rate: 22.5963
Salary Per Period: G03. 85

| I—
| I
1
annual salary: [ | 47,000, 00
1
—]
1

40.00

Amount Change: 22,000.00
percent Change: 88.00
Months Since Prior: 156

- History

oL 01-15-2002 €] I15 Increase-Marit 22.5063 47,000, 00
ol 01-01-2002 ] TO1l Range Table change 12.0153 25,000, 00
oL 0G-15-1585 =] I10 Increase-To Minimum 12,0153 25,000, 00
o1 09-15-1584 9 A0Z Mew Hire 10.5770 22,000,00

You can select a record from this list and display it in the Form area by doing one of the
following:

B Clicking anywhere on an item in the list
B Using the up and down arrows on the toolbar to display in the Form area the different
records listed on the Selection list

Up Selection List m Refresh Selection List

Diown Selection List Top of Selection List

See also:
B Displaying a selection list in the Message area (on page 144)
For detailed directions on accessing multiple occurrences of a form.

B Choosing a record from a selection list (on page 145)
For detailed directions on selecting a record from the selection list.

Employee Profiles
You can use an employee profile to view a summary listing of all or part of an employee's
data. The Online Employee Profile form (PROFIL) displays data from different parts of an
employee's master record. An employee profile can be used to view data on an employee's
benefits, training, or absences.
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Note: This feature is typically used by experienced users who are very familiar with employee
data.

See also:
B Displaying an employee profile (on page 145)
For detailed directions on displaying an employee profile.

Using multiple sessions to view additional data
If you need to view two forms at once, you can run multiple sessions of eCyborg and either
toggle between the two sessions, or adjust the size of your browser's window so that you
can see two forms simultaneously.
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eCyborg 5.0 - Web Client (QAZ) - Microsoft Internet Explorer

Hire, Rel
Manage
Manage
Maintair|

AYTYYY

Title:

First:
Middle:
Last:
Suffix:

Address:

City/ State:
Country:

S5M:

Recruit and Select Empl
Hire, Rehire. Reinstate ; Employee Mbre
Manage Employee Attel
Manage Terminations. | Title:
Maintain Employee Det;

: i First:

CHICAGD | Middle:
: Last:

Suffix:

Address:

City/s State:
Country:

350

1111 Mame Codes
o

JERRY

|JonES

|435 FARKET sT

[cHicasn
|usa

fri] o]
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Adding and modifying data

There are different types of text box in eCyborg:

B Key

B Character
B Date

B Numeric

In order to enter data correctly, you need to know what types of data can be entered into the
different types of text boxes.

Key text boxes
Every form will have at least one key item (text box, option list, and so forth). eCyborg
uses key items as the means of making each record unique. A key item is identified by a >
(greater than) symbol next to the text box or display on a form.

For example, there are two unique items on the Driver License Information form (25-SCR),
License ID and Date. These items are needed in order to make the record unique:

| Driver License Information ALSTIN, STEWEN

icense D=

Key text boxes
Datex

Mumber: 4245-9904-3871 |
State: ILLINOIS |
Class: *B* |

Restrictions: MONWE |

Expiration: 07-15-1991)

Character text boxes
Character text boxes are alphanumeric text boxes. They can contain text or numeric
characters. Two types of character text boxes are used in eCyborg:

B Unformatted character text boxes—contain 1 to 60 characters that can be entered in any
order or format.

B Formatted character text boxes—contain 1 to 30 characters that must be entered in a
specific format.

Date text boxes
Date information is presented in the following formats:
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B MM-DD-CCYY (US and Canada, excluding Quebec)
B DD-MM-CCYY (elsewhere)
® MM-—Month (01 for January, 12 for December)
® DD-—Day (01 for the first of the month, 10 for the tenth of the month)
® CC—~Century (19 for the twentieth century, 20 for the twenty-first century)
® YY—Year (02 for the second year of the century)

For example 12-31-2002 represents December 31, 2002 in the MM-DD-CCY'Y format. 31-
12-2002 represents December 31, 2002 in the DD-MM-CCY'Y format.

Numeric text boxes

eCyborg is delivered with several types of numeric text boxes. When you enter numerical
data that contains decimals into these text boxes, you must follow certain formats. The
numeric text boxes include the following:

Rates

Hours
Percentages
Amount/Salary

See also:

B Entering numeric data (on page 149)
For detailed directions on entering numeric data.

Numeric text boxes and decimals
Most of the numeric text boxes use decimal places.

When you enter numeric data that contains decimal places, you can either enter the decimal
place manually, or let the system enter the decimal for you.

The following formats must be used when entering numeric data that contains decimals.

Rate text boxes
A rate text box uses four decimal places. For example, 12.40 can be entered as:
m 1240

B 12.4000
H 124000

Hour text boxes
An hour text box uses two decimal places. For example, 40 hours can be entered as:

u 40.
H 4000

Percentage text boxes
A percentage text box uses two decimal places. For example, 33.3% can be entered as:
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H 333
B 3330

Amount and Salary text boxes
An amount or salary text box uses two decimal places. For example, 1,000.00 can be
entered as:

H 1000.
H 100000

See also:
B Entering numeric data (on page 149)
For detailed directions on entering numeric data
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Option lists

An option list contains a list of predefined options from which you may choose. You must
choose one of the predefined options as your selection. In contrast to a character text box,
you can not key your own data into an option list.

For example, the Frequency option list (PP29) on the Employee Information form (EF-
SCR) has the following options:

Types of option lists

None

Bi Weekly
Monthly

Semi Monthly
Weekly

There are two types of option lists:

Standard option lists—identified by a drop-down arrow

B Big option lists—identified by an ellipsis

Cption list Drop-down arrow Big option list
/ellipsis
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Standard option list

Big option list

Click the drop-down arrow to display the option list. Select an option by clicking it. When
you select an option, the list collapses and your selection is displayed.

Education Level= =1

(Mone) -
gh Conversion
B C sion
3&rad Conversion
APost Conversion
STrade Conversion

Aszoc Deg Arts

Aszoc Deg Bus & Comm

Aszoc Deg Businss

Aszoc Deg Data Proc

Aszoc Deg Hith Senr &

See also:

B Selecting an option from an option list (on page 150)
For detailed directions on using an option list.

A big option list is indicated by an ellipsis (three dots where the drop-down arrow would
normally be displayed):

A big option list is used to help you narrow the selections from a large list. For example, on
the Formal Education form (30-SCR) the School Code option list (HR32) contains too
many education establishments to be displayed in a standard drop-down list box.
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When you access a big option list, the Search Option List dialog box is shown:

a Search Dption List - Microsoft Internet Explorer

Search Criteria | Settings

Search for:

The Search Option List dialog box contains two tabs—Search Criteria and Settings.

Search Criteria tab

The Search Criteria tab contains the Search for text box. To search for an option, enter
either its complete name or part of its name. For example, you could enter all or part of the
name of the educational establishment you want to select.
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Settings tab
When you have entered an option, you can click the Search Now button, or you can refine
your search using the options on the Settings tab:

a Search Dption List - Microsoft Internet Explorer

Search Criteria | Settings I

® Contains O Description
O Starts with @ Code
[ Codes @ Description

oCoe e satings |

B Options group box
Choose to search for an option that either Starts with or Contains your choice.

B Search Items group box
Choose to search for a Description of the educational establishment or its Code.

B Display group box
Choose the Codes check box to display the code for each educational establishment.

B Sort Order group box
Choose to sort the educational establishments alphabetically by Description or Code.

If you have used the Settings tab to refine your search, click the Search Now button to
begin the search.
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If the system finds an option(s) that matches your selection, the Search Option List dialog
box reveals the results. The following example shows the results for a search for anything
containing 'chicago' in the School Code option list on the Formal Education form (30-
SCR):

a Search Dption List - Microsoft Internet Explorer

Search Criteria | Settings

Search for: |chicago

Art Inst of Chicago
Chicago CF A
Chicago Medical 5chl
Chicago Musical C
Chicago state
Chicago Teachers C
Chicago Theological
Chicago, U of

If your option is displayed, you can select it and click the Select button.

If your selection is not displayed, you can try again by entering a new option in the Search
for text box.
See also:

B Selecting an option from a big option list (on page 151)
For detailed directions on using a big option list.
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Form actions

When you access a form, you have a range of options for actions.

Note: You cannot close a form on the Form area. In order to protect confidential information
from being observed on your screen, you should either log out of eCyborg or minimize it
when you are not using it.

The following table contains the options that are available:

Button | Name Description

9 Save Saves the current data. This button is enabled when
you have entered new data or amended existing
data.

Cancel Cancels changes made to the current data. This
button is enabled when you have entered new data
or amended existing data.

Change Accesses the Employee Selection dialog box.
Employee
Select Displays the Selection List in the Message area.

e 6

This button is enabled when there are multiple
records for the form you have accessed.

Clear Fields Clear the data in the current record (form, table and
so forth).

@ Delete This Deletes the current selected record (form, table and
Entry so forth).

In addition, you can use your browser options to print your current work area, and to move
backwards and forwards between previously accessed forms.

Options for updating data

When you access a form it will generally be populated with the most recently entered data.
When you are entering new data on a form that already has data displayed on it, you have
three choices:

B Clear all the data
B Clear existing data for specific text boxes
B Key over the existing data

Clearing all data boxes on a form
When entering new data, we recommend that you first clear the form to remove all the data
from the text boxes. Clearing the form does not delete the existing information.

To clear a form, you use the Clear Fields button on the toolbar:
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See also:

B Clearing all boxes on a form (on page 148)
For detailed directions on clearing text boxes on a form.

Keying over existing data
You can enter new data on a form by keying over the existing data. However, if you do

this, you run the risk of mixing up the existing data with the new data and saving the wrong
data.

See also:
B Modifying a record (on page 159)
For detailed directions on modifying information on a form.

What-if and update modes

When you are in What-if mode, an icon will display beside the Logout button on the
toolbar:

When used with the Calculate Pay For: form (PAY-CP), the what-if mode performs a
simulated pay calculation, so that you can see what the pay document and stub will look
like. What-if calculations do not update the Employee Database. Common uses of the what-
if calculations include testing and verification of tax updates, changes in employee
exemptions claimed or marital status, changes in pay rates, and so on. The results are
provided immediately online, including a message about whether the payment was updated
or not.
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The following example shows the Calculate Pay For: form (PAY-CP) in what-if mode:

1000060000 0@ T »

Clear To-date: [{SEGEAEs pay cycle: [
peduct  Cycle: [
Reporting Typa: [Maintenance Run Only user Field: [
Bank Code: [
Purge Rule: [noPurge orDelete routing  Number: [
Recon wumber: [
Payment Date: [ | user Date: [ | Run Date: [ |
—— Regular --- - overtime - - Date - S D
FC Hours Rtesamt €D Hrs RESam HED ¥¥ MMDD CTL3 CTL4 CTLS CTL& Function C C
| || N (] - S— | —
| I | | (1] N S B
| N | N N —
| || (] - S | —
| || N (] - S— | —
| I | | (1] N S B
| N | N N —
| | | (]| N — | —
ok ] _cancel|

If you want to update the employee's record with a what-if payment, or if you want to enter
a payment immediately, you must switch to update mode. In this mode, the employee's
record will be updated, and a payment will be issued either immediately or during the next
payroll run for the employee's frequency.
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When you are in update mode, the form will have a warning at the top informing you that
updates will be made to the record:

POOOCOOOCOO W

clear To-date: [EESGEGTS W
peduct  cycle: [J
Reparting Typa: [Maintenance Run Only User Field: [
Bank Code: [
Purge Rule: [NoFurge orDelets pouting  wWumber: [
Recon Mumber: [
Payment Dpate: [ | user pate: [ | RUn pate: [ |
—- Regular --- - overtime - - Date - S D
FC Hours Rtesamt €D Hrs RL am HED %Y MMDD CTL3 <TL4 CTLS CTLE Function C
| || I | | — S i S—
1 1o JC o JC JC _JC _JC 1010
| || I i —
I || N | N S S W — —
| || I | | — S i S—
1 1o JC o JC JC _JC _JC 1010
| || I i —
I || N— | | S— S — — | — — —
[ox ] _concel

Use the Payroll buttons on the toolbar to toggle between the two modes. The three buttons
on the toolbar for Payroll are:

[ | 9 What-If Mode

u e Update Mode

u e Restore Data

The Restore Data button will bring you back to Calculate Pay For: form (PAY-CP) with the
original data.

Refer to the Payroll Employee Setup documentation for more information on the what-if
and update modes.
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Record deletion

If a record is no longer required or an error was made when the data was originally entered,
it is possible to delete the record. If an error was made on the original record, it should be
possible to amend the record and then save the correct data. This is the recommended way
of dealing with data errors.

A record can be deleted from the system by clicking the Delete button on the toolbar.
Note: Caution should be taken when you delete information from eCyborg.

See also:
B Keying over existing data (on page 133)
For more information on how to amend data on a record.

B Deleting a record (on page 160)
For detailed directions on deleting a record.
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System messages

Three types of system messages can be displayed in the Message area:

B Reject
B Warning
B Information

Note: This is the order in which the system will display the messages.

Overview of reject and warning messages

The system validates any data you enter into the system. If there is a problem with the data,
a warning or reject message will be displayed in the Message area:

£ Reject Messages
+ Position - Required Field

£ Reject Messages

+ Sex Code is in conflict with Relationship Code
% Warning Messages

+ 0 Iz the change to Sex intended? Cantinue?

A brief explanation of the warning or reject message is displayed. If the reason for the
warning or reject requires a more detailed explanation, you can click the plus sign (+) next
to it. This expands the message to reveal a more detailed explanation.

& Reject Messages
- Position - Required Field

This message will actually be displayed with a field name
and one of the descriptions from codeset SC13.

Reject messages

A reject message occurs when data you have entered can not be accepted and is rejected. A
reject message will also be displayed if you have not entered data in a required field. A
reject message must be corrected before you can save the form.

There are two ways to deal with a reject message:

B Correct the data.
B Cancel the form. If you cancel the form you return it to its original condition. The data
will not be saved.

See also:
B Responding to reject messages (on page 161)
For detailed directions on responding to a reject message.
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Warning messages

A warning message informs you that illogical data has been entered, that may or may not
be correct.

There are three ways to deal with a warning message:

B Correct the data—Re-enter the correct data.

B QOverride the warning message—Override the warning message and accept the data by
selecting the check box.

B Cancel the form—If you cancel the form, you return it to its original condition. The
data will not be saved.

See also:

B Responding to warning messages (on page 163)
For detailed directions on responding to a warning message.

Information messages

An information message is displayed when the system determines that an action you have
performed should be brought to your attention. An information message is also used when a
reject or warning message is displayed. The information message displays a generic
explanation of these message types.

See also:

B Responding to reject messages (on page 161)

B Responding to warning messages (on page 163)

For detailed directions on displaying the additional information about the reject or
warning message.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

Completing the Guided Practice.........ccooeieiiinenenieeeee e 108
Displaying employee data using Employee

Number, name or Social Security NUMber..........cccevereeiienenieniinieieneene 139
Displaying employee data using phonetic

SEACH ...t
Displaying a selection list in the Message area .... .
Choosing a record from a selection list ..........ccccvecverievienieecieneniesieeieie s
Displaying an employee profile...........ccceverierierierienieienieiesieeeie e
Clearing all boxes on a form .
Entering numMeric data ..........c.cooeeiviiinerieeeee e
Selecting an option from an option list...........ceceveeverienininieneeenceeee
Selecting an option from a big option list
Saving changes t0 @ fOrM .......c.cccviriririeiiiirnececee e
Canceling changes to a fOrm ...........coccoveoiiiiiiiinineniiicc e
Adding a record .
MoOdifyiNg @ TECOTA.....ecveeririeieiieieit ettt ete e ste e se e eseeeeas
Deleting @ rECOTA .....eviviieieieieecee et
Responding to reject messages .
Responding to warning meSSages. .......everuereeruerueenierieesienieeienieeeenieseeneesneas

Completing the Guided Practice
In the following task(s) you will display employee data for employee Steve Austin, whose
Employee Number is 1234.

In order to complete the Guided Practice in the task(s), you first need to access the
Employee Information form (EF-SCR) for Employee Number 1002 in organization
999999, ACME Manufacturing.

Access this form by making the following selections from the Navigator:
Component: % Employee Resourcing

Process: Maintain Employee Details
Task: F Basic Employee Information

Displaying employee data using Employee Number, name or Social Security
Number
To view data on a form for a different employee, follow these steps:
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1. Click Change Employee
Click the Change Employee button to access the Employee Selection dialog box.

@

For practice, click Employee.

MNumber:

MName:

Social Sec Mbr:

| Organization: [ABC SOLUTIONS, INC. -]

2. Enter a Number, Name, or Social Sec Nbr
Enter an employee Number, Name, or Social Security Number.

For practice, clear the Number text box and type 'Austin, Steve' in the Name text box.

MNumber; |

Mame: |sustin, Steve

Social Sec Nbr: |:|

Crganization: |AEIC SOLUTIONS, IMC. i

ok | camcel|  Hep |
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3. Click OK

To select the new employee, click OK.

O

For practice, click OK.

If you completed the Guided Practice, the results should look similar to the example that

follows:
Employee Mbr> 1234 Mame Code=
Significant Dates
Title: | nr =l Bitth: [p7-15-1989 |
Employrent: [02-03-1383 |
First: [sTeven | Termination: [ |
Midde: [ ]
Lagt: [AUSTIN
Suffisx: | =l Gender: [male 1=
Address: [2314 ¥ MILWAIKEE AVE Race: [white-Not Hispanic =1
[T s
City/State: [HICAGD [ [ene1a FLsA: | =
Country: [usa =
Frequency: |ieekty =
SEN: [22] [as] [e7ez |
Payment Type: |Hourly-TE Required =]
Pasition:
Cancel |
See also:

B Viewing data (on page 117)
For more information on how to view employee data.

Displaying employee data using phonetic search
In this task, you are unsure of the correct spelling of an employee's last name and do not
know the Employee Number. You will use the Employee Phonetic Name Lookup form
(PHONET) to find out the employee's name and Employee Number. You are looking for an
employee called either More or Moore.

The Employee Phonetic Name Lookup form (PHONET) is useful if you are unsure of the
spelling of an employee's last name. Any name that sounds close to your guessed spelling is
displayed, so that you can find the correct spelling. This form is also useful if you have
several employees with the same last name.

1. Access the Employee Phonetic Name Lookup form
Access this form by making the following selections from the Navigator:
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Component: @ User Tools
Process: User Tools
Task: L Employee Phonetic Name Lookup

For practice, access the Employee Phonetic Name Lookup form (PHONET).

2, Enter the Name
For the employee's name, you can enter one of the following:

B All of the employee's last name (Moore)
B Last name and first initial (Moore, S)
B [Last and first names (Moore, Samuel)

Note:  Ifyou are using the employee's last name with either the first initial or first name, you must
separate them with a comma.

Note: You must use the correct case (upper and lower) when entering employee names.

For practice, type 'More'.

3. Enter the sex of the employee (optional)

To limit the search to one particular gender, enter one of the following:

B M for male
B F for female

For practice, leave this text box blank.
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Click OK

To search for the employee, click OK. The results of your selection will be displayed.

For practice, click OK. From the results that are displayed, you can see that the correct
spelling is Moore.

If you completed the Guided Practice, the results should look similar to the example that
follows:
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Note:

Search Name: Mor

Clicking OK on the results form will take you back to the Employee Phonetic Name Lookup
form (PHONET).

See also:
B Viewing data (on page 117)
For more information on how to view employee data.

Displaying a selection list in the Message area

Note:

In order to complete the Guided Practice in this task, you need to access the Salary
Assignment/Changes form (40-SCR) for Employee Number 1234 in organization 999999,
ACME Manufacturing.

If a form has multiple occurrences or historical records, they can be accessed using a
Selection list.

In order to access a Selection list, the Select button must be enabled.
Access this form by making the following selections from the Navigator:
Component: % Employee Resourcing

Process: Maintain Basic Employee Details
Task: e Salary Change

Click Select
Click the Select button to display the selection list in the Message area.

S
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For practice, click Select. The selections will display in the Message area.
ol 01-01-2002 ] I15 Increasa-mMarit 23.0770 36, 000, 00
01 07 -01-15982 =] I20 Increase-Merit Progr 5. 2083 11, 020,36
ol 06-30-1981 9 I30 Increase-Promotional 4. 95868 10,372, 44
01 12-01-1980 =] I20 Increase-Merit Progr 4.,3540 G, 056,32
See also:

B Viewing multiple occurrences of data on a form (on page 120)
For more information on Selection lists.

Choosing a record from a selection list

To complete the Guided Practice in this task, you need to have completed the Guided
Practice in the task Displaying a selection list in the Message area (on page 144).

To select a record in a Selection list, complete the steps in this task. You can use the pointer
to select a record, or you can use the Selection toolbar.

Select a record on the Selection list
Select a record on the Selection list by clicking anywhere on the record.

For practice, select a record.

See also:
B Viewing multiple occurrences of data on a form (on page 120)
For more information on Selection lists.

Displaying an employee profile

iO

In order to complete the Guided Practice in this task, you need to access the Online
Employee Profile form (PROFIL) for Employee Number 1234.

You can use the Online Employee Profile form (PROFIL) to display a specific employee's
master record from the Employee Database. You can choose to display the entire record or
specific information such as Employee Relations.

To display the employee profile, complete these steps:

Access the Online Employee Profile form
Access this form by making the following selections from the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: £F View Employee Profile

For practice, access the Employee Profile form (PROFIL) for Employee Number 1234.
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2, Select Entire Profile (optional)
If you want to display the entire profile for the employee, select this check box. If you
select this option, you do not need to select any of the other check boxes.

For practice, select this check box.

o

Select Basic HR Information (optional)

If you want to display basic HR information for the employee, select this check box. In
addition to basic HR information, you also have the option to select information from other
categories by selecting the relevant check boxes.

For practice, do not select this check box.
4. Select the type of information you want to display

Select the appropriate check box(es) for the type of information you want to display.
Note:  Ifyou have selected the Entire Profile option, you do not need to select these options.
For practice, do not select any of these check boxes.
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Click Save or press Enter
To display the employee profile using your selection criteria, click Save.

For practice, click Save.

If you completed the Guided Practice, the results should look similar to the example that
follows:

Press Enter
The Online Employee Profile is a multi-page form. Press Enter to view the next page.

When you reach the end of the Online Employee Profile, the following message is
displayed:

'----Complete----'
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For practice, press Enter.

See also:
B Employee Profiles (on page 121)
For more information about employee profiles.

Clearing all boxes on a form

Note:

Access the Spouse/Dependent Information form (10-SCR) for Employee Number 1234.

It is good practice to clear existing data from a form before you enter new data. To clear a
form use the Clear button.

Access this form by making the following selections from the Navigator:
Component: % Employee Resourcing

Process: Maintain Basic Employee Details
Task: L5 Dependent Information

Click Clear Fields
Click the Clear Fields button to clear the data from the form.

This button is enabled only when a form is selected.

For practice, click Clear Fields.

If you completed the Guided Practice, the results should look similar to the example that
follows:

| Spouses Dependent Information ALUSTIR, STEVEM

Dependent D= |
Marmne: |

Relationship: ;I
Student Status: ~| '3
Birth Ciate: | " Female
Sac Security Mor: 1 | ' Male
Telephone Mumber: | | " Unclassified
Insurance Carrier: |
Employer Mame:
Address:
City/State:
ZIP Code: | | Alternate Taxpayer 1D

See also:
B Options for updating data (on page 132)
For more information about clearing data from a form.
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B System messages (on page 137)
For information on messages that could be displayed when you try to save a record.

Entering numeric data

Note:

NHD

IO

In this task, you are going to change the following information in the Employee
Information form (EF-SCR) for Employee Number 1234.

Change the Soc Security text box to 987-65-4321.

When you have completed the Guided Practice, click the Cancel button to abandon the
changes.

To enter numeric data, complete the following steps:

This example does not contain decimals. When you enter data into a field that uses decimal
places, you must enter it using the correct format.

Access this form by making the following selections from the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: F Basic Employee Information

Select a numeric text box
Select a numeric text box that requires a numeric entry.

For practice, select the Soc Security text box.

Enter the numeric data

Enter the numeric data in the correct format. If the numeric text box uses decimal places,
you must use the correct format to enter the data. Different types of numeric data include
rates, hours, percentages, and salaries. Each of these types of numeric data have specific
formats when decimals are used.

For practice, type '987-65-4321".
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If you completed the Guided Practice, the results should look similar to the example that

follows:
[ Employee Information ALSTIN, STEVEN
Employee Nbr= 1234 Mame Code>
ignificant Dates———————————
Title: ny = Birth: 07-15-1939
Employment: 12-17-1978§)
First: STEVEN | Termimation:
Middle: |
Last: AUSTIN |
Suffix: ;I Gender: pale ;I
Address: 2314 ¥ MILWAUKEE AY | Race: wihite-not Hispanic LI
AFT BOT |
City/State: CHICAGD | IL] &0614 | FLSA: LI
Country:  United States =
Frequency: weekly ;I
SSM: 123 45| 6789]
Payment Type:  Hourly-TE Required LI
Position:
See also:

B Numeric text boxes (on page 125)
For more information on entering numeric data.

B System messages (on page 137)

For information on messages that could be displayed when you try to save a record.

Selecting an option from an option list

An option list contains a list of predefined options from which to choose. You must select
one of the predefined options. There are two types of option lists:

B Option lists (this task)

B Big option lists (see "Selecting an option from a big option list" on page 151)
In this task, you are going to change the following information in the Employee
Information form (EF-SCR) for Employee Number 1234.

Change the Frequency option list (PP29) to Monthly.

When you have completed the Guided Practice, click the Cancel button to abandon the
changes.

To select an option from an option list, complete the following steps:
Access this form by making the following selections from the Navigator:
Component: % Employee Resourcing

Process: Maintain Basic Employee Details
Task: F Basic Employee Information

1. Select an option list
Select an option list from which you want to select an option.
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For practice, select the Frequency option list (PP29).
2, Click the drop-down arrow and select an option

Click the drop-down arrow to display the option list and select an option.
For practice, click the drop-down arrow and select the option Monthly.

If you completed the Guided Practice, the results should look similar to the example that

follows:
[ Employee Information ALUSTIN, STEVEM
Employee Mbr= 1234 Mame Code= 001f
ignificant Dates————————————
Title: y = Birth: 07-15-1939
Employment: 12-17-197§
First: STEWEN | Termination:
Middle: |
Last: AUSTIN |
Suffix: ;I Gender:  pale ;I
Address: 2314 W MILYAUKEE &Y | Race: wihite-not Hispanic LI
APT 807
City/State: CHICAGD | IL] 60814 | FLSA:
Country:  United States |
Frequency:
SSM: 987 65| 4321|
Payment Type:  Hour ly-TE Required LI
Position:
See also:

B Option lists (on page 127)
B Standard option list (on page 128)
For more information on option lists.

Selecting an option from a big option list

In this task, you are going to change the following information in the Certificates, Licenses
and Permits form (28-SCR) for Employee Number 1234.

B Change the Type of CLP option list (HR59) to Physical Therapist.
When you have completed the Guided Practice, click the Cancel button to abandon the
changes.

An option list contains a list of predefined options from which to choose. You must select
one of the predefined options. There are two types of option lists:

B Option lists (see "Selecting an option from an option list" on page 150)
B Big option lists (this task)
To select an option from a big option list, complete the following steps:

Access the Certificates, Licenses and Permits form (28-SCR) by making the following
selections from the Navigator:
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Component: @ Employee Development
Process: Employee Skills, Competencies, Training
Task: '@' Certificates, Licenses and Permits

1. Select an option list
Select an option list from which you want to select an option.

For practice, select the Type of CLP option list (HR59).

2. Click the ellipsis
Click the ellipsis to select the Search Option List dialog box.

4} search Option List - Microsoft Internet Explorer

Search Criteria | Settings

Search for:

3. Enter an option
Enter the name of the option you want to select. You can enter the entire name of the option
or just the first few characters.

For practice, type 'phy'.
4. Click the Settings tab (optional)

Click the Settings tab. Select the appropriate options on this tab to refine your search.
For practice, do not click the Settings tab.
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QED

]

Click Search Now
Click the Search Now button to find the option you entered.

For practice, click Search Now.

Select your option
Select the option for which you were searching and click the Select button. The option will
be displayed in the big option list.

For practice, select Physical Therapist.

a Search Dption List - Microsoft Internet Explorer

Search Criteria | Settings

Search for:

[phy

If you completed the Guided Practice, the results should look similar to the example that

follows:
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Certificates, Licenses And Permits AUSTIN, STEYEM

Physical Therapist 11
10-03-1379

MYCL792-17
11-10-1934

Exp: To Be Renewed

See also:

B Option lists (on page 127)

B Big option list (on page 128)
For more information on option lists.

Saving changes to a form
In this task, you are going to change the following information in the Employee
Information form (EF-SCR) for Employee Number 1234. You will then save the form.

Change the Zip Code to 60606.
When you have entered data on a form you will need to save it. To save a form complete
the following steps.

Access the Employee Information form (EF-SCR) by making the following selections from
the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details

Task: £F Basic Employee Information
1. Enter new data or amend existing data on a form
When you enter new data or amend existing data on a form, the Save button will be

enabled.

For practice, change the Zip Code to 60606.

154



Chapter 7—Working with Data

2. Click Save
Click the Save button to save the changes you have made to a form.
For practice, click Save.

If you completed the guided practice, the results should look similar to the example that
follows:

[ Employee Information ALUSTIM, STEVEM

Employee Mbr> 1234 Mame Code>

ignificant Dates———————————
Title:  par LI Birth: 07-15-1939
Employment: 12-17-197§
First: STEWEN | Termination:
Middle: |
Last: AUSTIN |
Suffix: ;I Gender:  pale :I
Address: 2314 ¥ MILWAUKEE AW | Race: white-hot Hispanic LI
APT 807
City/State: CHICAGO T s0614 | FLSA: =
Country:  United States ;l
Frequency: weekly ;I
SSN: 123] 45] 6789
Payment Type:  Hour ly-TE Required LI
Position:
See also:

B System messages (on page 137)
For information on messages that could be displayed when you try to save a record.

Canceling changes to a form

If you enter data on a form and then decide that you do not want to save the data, you need
to click the Cancel button to discard the data.

The Cancel button is enabled when you enter new data or amend existing data.
To use the Cancel button, complete the following steps.

In this task, you are going to change the following information in the Employee
Information form (EF-SCR) for Employee Number 1234.

Change the Payment Type to Salary-Auto Paid.

Access the Employee Information form (EF-SCR) by making the following selections from
the Navigator:
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Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: £k Basic Employee Information

[ Employee Information ALSTIN, STEVEN
Employee hbr> 1234 Mame Code=
ignificant Dates———————————
Title:  pr d Birth: 07-15-1939
Employment: 12-17-1978§)
First: STEVEN | Termination:
Middle: |
Last: AUSTIN |
Suffix: d Gender: male ;I
Address: 2314 W MILWAUKEE AY | Race: white-hot Hispanic LI
AFT_BOT |
City/State: CHICAGO [T 60614 | FLsA: =
Country:  United States d|
Frequency: weekly ;I
S5M: 123 45] 6785]
Payment Type:  Hourly-TE Required LI
Pasition:
Click Cancel

If you enter new data on a form and want to discard the data, click the Cancel button.

If you amend existing data on a form and want to return to the original settings, click the
Cancel button.

For practice, click Cancel.

If you completed the Guided Practice, the results should look similar to the example that
follows:

156



Chapter 7—Working with Data

Adding a record

[ Employee Information ALUSTIM, STEVEM
Employee Nbr= 1234 Name Code>
ignificant Dates
Title: y = Birth: 07-15-1939
Employment: 12-17-197§
First: STEWEN | Termination:
Middle: |
Last: AUSTIN |
Suffix: ;I Gender:  pale ;I
Address: 2314 W MILYAUKEE &Y | Race: wihite-not Hispanic ;I
AP
City/State: CHICAGD | 1L} 60806 | FLSA: LI
Country: United States -]
Frequency:  monthly ;I
SSM: 987 65| 4321|
Payment Type:  Hour ly-TE Required LI
Position:

In this task, you are going to add a new record to the Spouse/Dependent Information form
(10-SCR) for Employee Number 1002. Complete this form as shown. Before you enter this

data, use the Clear button to start with a blank form.

To add a new record to eCyborg, complete these steps:

Access a form

Access the form to which you want to add a new record by using the Navigator.

For practice, access the Spouse/Dependent Information form (10-SCR) for employee 1002
by making the following selections from the Navigator:
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Component: % Employee Resourcing
Process: Maintain Basic Employee Details

Task: L Dependent Information

0oz
Moore, Franc s

ah
Employed FT Student

3-0

4-187%
g

|

2. Enter the new data
Enter the new data on the form.

For practice, type the following data.
Text Box Data
Dependent ID 002
Name Moore, Francis
Relationship Son
Student Status Employed FT Student
Birth Data 03-04-1975
Soc Security Nbr 564-20-8971
Sex Male
3. Click Save

Click the Save button to save the information.

For practice, click Save.
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Modifying a record

O

w

O

See also:
B Adding and modifying data (on page 124)
For more information on entering data.

B System messages (on page 137)
For information on messages that could be displayed when you try to save a record.

In this task, you are going to modify the Spouse/Dependent Information form (10-SCR) for
Employee Number 1002.

To complete the Guided Practice in this task, you need to have completed the Guided
Practice in Task 12.

After you have created a form, you can modify the information on it at any time.

Access the form you want to modify
Access the form you want to modify by using the Navigator.

For practice, access the Spouse/Dependent Information form (10-SCR) for employee 1002.
Access this form by making the following selections from the Navigator:
Component: % Employee Resourcing

Process: Maintain Basic Employee Details
Task: L5 Dependent Information

Modify the information
Modify the information on the form. You can:

B Type over all the existing data.
B Type over data in specific fields.

If necessary, you can clear all the data and start with a blank form.

For practice, change the Student Status to None.
Click Save

Click the Save button to save the information.

]

For practice, click Save.

If you completed the Guided Practice, the results should look similar to the example that
follows:
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Deleting a record

Note:

[ Spouses Dependent Information TAO0RE, SAMUEL

Dependent 1D= 002
Mame:

Relationship:  son LI
Student Status:  Employed FT Student ;I £
Birth Date: 03 -04-1975] " Female
Soc Security Mbr: 564 200 §571) & Male
Telephone Mumber: | | 1 Unclassified
Insurance Carr ier: |
Employer Mame:
Address:
City./State:
ZIP Code: | | Alternate Taxpayer 1D
See also:

B Adding and modifying data (on page 124)
For more information on modifying data.

B System messages (on page 137)
For information on messages that could be displayed when you try to save a record.

In this task, you are going to delete the Spouse/Dependent Information form (10-SCR) for
Employee Number 1002.

To complete the Guided Practice in this task, you need to have completed the Guided
Practice in the task Adding a record (on page 157).

If you need to delete a record, complete the following steps:
Caution should be taken when you delete information from the system.

Access the form you want to delete
Access the form you want to delete by using the Navigator.

For practice, access the Spouse/Dependent Information form (10-SCR) for employee 1002.
Access this form by making the following selections from the Navigator:
Component: % Employee Resourcing

Process: Maintain Basic Employee Details
Task: < Dependent Information
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2, Click Delete This Entry
To delete the form, click the Delete This Entry button.

O

For practice, click Delete This Entry.

Click OK
To confirm that you want to delete the form, click the OK button.

ol

iO

For practice, click OK.

See also:
B Record deletion (on page 136)
For more information about deleting a record.

Responding to reject messages

A reject message displays in the Message area in response to incorrect information you
enter on a form. To respond to a reject message, complete the steps in this task.

In this task, you are going to modify the Spouse/Dependent Information form (10-SCR) for
Employee Number 1234.

In order to see an example of a reject message, you are going to change the gender status
for Julianne Austin from Female to Male.

Access the Spouse/Dependent Information form (10-SCR) by making the following
selections from the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: L5 Dependent Information
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Change the dependent's gender to Male, and click Save.

Spouse/Dependent Information AUSTIN, STEVEN

ooz
AISTIN, JULIANNE

Daughter
Full Time Student

12-27-1965 ) Female
® Male
© Unclassified

1. Click the plus sign (+) to reveal additional information about the
reject message

Additional information about reject message can be displayed by clicking the plus sign (+).

For practice, click the plus sign (+).

2, Read the reject message
Read the reject message and take the appropriate action. You can do one of the following:
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B Correct the error(s)
B Click Cancel to cancel the form

For practice, click Cancel.

See also:
B System messages (on page 137)
For more information on system messages.

Responding to warning messages
A warning message displays in the Message area in response to information you enter on a
form. To respond to a warning message, complete the steps in this task.

In this task, you are going to modify the Employee Information form (EF-SCR) for
Employee Number 1234.

In order to see an example of a warning message, you are going to change the age of the
employee so that the employee was under 13 when they started employment.

Access the Employee Information form (EF-SCR) by making the following selections from
the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: F Basic Employee Information

Change the employee's date of birth to 07-15-1968 (US and Canada, excluding Quebec) or
15-07-1968 (elsewhere) and click Save.

Employee Mbr> 1234 Narme Codes [00L]
Significant Dates
Title: [ mr =l Birth: [07-15-1ogs] |
Employment: [E031983 |
First: [sTeven | Termination: [ |
Middle: |
Last; [rusTIv
Suffix: | =l Gender: [uale =]
Address: [2319 W MILWAUKEE AVE Race: | iihite-Not Hispanic =1
[#FT &
City/State: [cHICAGD 1] [eoeia FLSA: | =
Country: [usa =l
Frequency: |weekly =
SSh: [123] [+5] [e7es |
Payment Type: |Hourly-TE Required =1
Paosition:
Cancel |
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1. Click the plus sign (+) to reveal additional information about the
warning message
Additional information on the warning message can be displayed by clicking the plus sign
().

O

For practice, click the plus sign (+).

% Warning Messages
] Employee is less than 13 years ald

% Warning Messages
- Employee is less than 13 years old

Ezplanation:

The system has calculated this employee's age to be less
than 13 years old (by subtracting employee's date of hirth
from today's date). If this is correct, enter A in the

Action field. If an errar has been made, enter the correct
employee birth date.

2. Read the warning message
Read the warning message and take the appropriate action. You can do one of the
following:

B Correct the warning(s) and save the form
B Click Cancel to cancel the form
B Select the check box and click Save to accept the warning

For practice, click Cancel.

See also:
B System messages (on page 137)
For more information on system messages.
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Review of Questions Answered

1. What methods are available for viewing employee and organizational data?

2. What types of numeric data are used?

3. What are option lists and how are they used?

4. What actions can be performed when working with forms?

5. How are employee and organizational data deleted?

6. What types of system messages are provided?
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APPENDIX A

Dialog Quick Reference
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Dialog boxes

This section provides a quick reference guide to dialog boxes in eCyborg.

Contents

Change password (PASS-P)....cc.coeiiiiiiiiiieceeceeeseee e 170
Change user code (PASS-U)...ccoiiiiiiiiiiieiieeeie et 170
Command ENtry .......cocoviiiiiiiiiieeeseeee et 170
Customize bookmarks and favorites ..........c..cocevererieciiinicnincnenciecncnenn 171
CCYDOTZ LOZIM .ttt sttt st st neseeens 172
EMPloyee LOOKUP ....c.coveuiiiriirierieieieteiecetereeee e e 172
EMPIOYEE SEIECHON ....veveeeiieieieeiieietceie ettt ae e aesseesesreens 173
New Hire Details ......ccccoeeiiiiiiiieeieeeseee e 173
Resume A ChecKIiSt.......oieiiiiiieieeeeeee e 174
Search OPtion LiStS........cecuiverieririeiienieeieeieie st 174

Change password (PASS-P)

Change user code

Command Entry

Your password is entered when you log on to eCyborg. It can be changed at any time.

Your password is case sensitive (upper case, lower case). You must enter your existing
password using the correct case. You can enter your new password using either case (upper
or lower) or a mixture of both. For security purposes when you enter your password, it is
displayed as a series of asterisks.

See also:
B Changing your password (on page 30)
To learn how to change your password.

(PASS-U)
You can change your user code at any time, or eCyborg may be set up to prompt you to
change your user code on a periodic basis.

Your user code is case sensitive (upper case, lower case). You must enter your existing user
code using the correct case. You can enter your new user code using either case (upper or
lower) or a mixture of both.

See also:

B Changing your user code (on page 29)
To learn how to change your user codes.

Use the Command Entry dialog box to enter the IDs of forms, queries, other programs, and
other parameters that may be required. When you choose the OK button, the command
constructed from your entered parameters is executed.

Command Entry contains:
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Organization
Program

Key

Additional Key
Codes 1-2
Action

Organization
If it is not already displayed in the text box, enter the ID of the company whose information
you want to enter/and or display.

Program
Enter the ID of the form you want to display or the query or program to execute.

Key

Type the key value (for example, Employee Number). The system uses the values in the
Program and Key text boxes to display the form and data you requested. The value in the
Key text box must be consistent with the requirements of the form you requested.

Additional Key

Use this text box to continue the entry made in the Key text box when the entry is too long
to fit in just the Key text box. You may also make an entry in the Additional Key text box
to specify a special value required for processing the form or program.

Codes 1-2

If required, type a Codel value in the first character position and/or a Code2 value in the
second character position of this text box. Codel valid entries are E or blank (Default), I for
inquiry, and K for a 'what-if mode. Code2 valid entries are U go to the next form in the
stack, S same segment, B go back to the previous form in the stack, and F go to the first in
the stack. P can be entered in either text box to print the form to an audit file.

Action

If required for the form or program you are asking to use, enter an action command code of
A or Q in the Action text box. Enter A (for Accept) to override a warning and update the
Employee Database with the form information. Enter Q (for Quit) to ignore all entries made
on the form and leave the Employee Database untouched.

Customize bookmarks and favorites
Since bookmarks give you quick access to forms, you should consider adding bookmarks
for the forms that you use often to the Navigator. This will increase your efficiency by
allowing you to access a form with just one mouse click.

When you add a bookmark, the name that is added to the Bookmarks list is that of the form.
You must first access the form using the Navigator. Then, you use the Add/Remove
bookmarks option to add the form. The form is then added and displayed in the Navigator.

You can edit a bookmark. Using the Customize bookmarks dialog you can change the
name. You may want to change the name to something that is more meaningful to you.
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If your job responsibilities or day-to-day tasks change, you may want to remove a
bookmark that accesses a form. When you remove a bookmark, the system will display a
warning message, prompting you to confirm the removal.

See also:
B Adding a bookmark (on page 75)
To learn how to add a form as a bookmark.

B Accessing a bookmark (on page 77)
To learn how to access a previously defined bookmark.

eCyborg Login
Logging on to eCyborg is a very simple task. However, before you can log on, your

Security Officer will need to give you a user code and a password. You will need to enter
these when you sign on, as they identify you to the system.

To log on to eCyborg you must enter the following three pieces of information:

B Your user code
B Your password
B Your environment

Your user code and password are used for security purposes and should not be written
down or revealed to anyone.

Typically an organization will have two environments, a test environment that is used by
new users while they learn how to use eCyborg and a live environment that contains your
organization's data.

Your organization may have other environments such as a test environment for year-end
testing. When you log on to eCyborg, you must select which environment you want to use.
The next time you log on, the system 'remembers' the environment you last accessed.

When you have completed the log on process the Work Area should be displayed.

See also:

B Logging on to eCyborg (on page 27)

To learn about logging on to eCyborg.
Employee Lookup

Use this dialog to lookup an employee by name.

After you type the first couple of characters of the employee's name and pause, the system
will search for names that start with those characters and display them in the list.

Enter the name in one of the following formats:

B Three or more letters of the employee's last name (Moore)
B Last name and first initial (Moore, S)
B Last and first names (Moore, Samuel)

Note:  Ifyou are using the employee's last name with either the first initial or first name, you must
separate them with a comma.
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Note:

You must use the correct case (upper and lower) when entering employee names.

If the employee you are looking for is displayed in the list, select it by clicking it, and then
click the To: or cc: button.

Employee Selection

New Hire Details

If you have more than one organization established, you will need to be able to switch
between these organizations easily and quickly. Within these organizations you will also
need to switch between different employees just as easily.

For example, if you need to enter salary information for a number of employees, you will
want to be able to switch employees after you complete a Salary Assignment/Changes form
for each of them.

To switch between organizations and employees, you use the 'Employee Selection' dialog
box. To access this dialog box, click the Employee button on the toolbar.

Accessing employee data
In order to view a record for an employee, you need to identify to the system which
employee's record you want to access.

There are a number of different ways to access an employee's record. You can access an
employee's records by entering the relevant information in one of three text boxes in the
Employee Selection dialog box.

B Number—the Employee Number
B Name—the employee's name
B Social Sec Nbr—the employee's Social Security Number

You must then select which organization the employee belongs to.
When you have entered the relevant information, click OK to access the employee's record.

When you enter an employee's name, you can enter either the complete name using the
correct mix of upper and lower case, or just the last name. If you enter the employee's last
name the Select an Employee dialog box will display, from which you can select the exact
employee and access his or her record.

See also:

B Changing to a different employee or organization (on page 83)

To learn how to use the Employee Selection dialog box to change employees or
organizations.

B Displaying employee data using Employee Number, name or Social Security Number
(on page 139)
To learn how to display employee data using various methods.

You use templates called logical employee models when processing new hires. Each logical
employee model contains default information to make the process more efficient. Your
organization can have many logical employee models. When you process a new hire, you
must identify the organization and which logical employee model is to be used.
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If you create a checklist that processes new hire information, you must identify it as such.
Doing so causes special processing to occur that allows the person using the checklist to
select the organization and logical employee model to use with the new hire.

When you identify a checklist as a new hire checklist, a New Hire Details dialog box
displays first when the checklist is accessed.

& Refer to the Using The Solution Series: Administrative Solutions documentation to learn
how to create a universal or personal checklist.
Resume A Checklist

You can pause a checklist for a number of reasons. For example, if you are using the New
Hire checklist and you do not have the employee's birth date, you could pause the checklist
and complete it at a later date when you have the information.

A paused checklist can be accessed in the following ways:
B When you log on to eCyborg

B From the Navigator

To resume a checklist, select it and click Resume.

See also:
B Pausing a checklist (on page 80)
To learn more about how to pause a checklist.

B Resuming a paused checklist (on page 81)
To learn more about how to resume a checklist.

Search Option Lists

When you access a big options list, eCyborg will display the Search Option List dialog box.
The Search Option List dialog box contains two tabs, Search Criteria and Settings.

Search Criteria

The Search Criteria tab contains the Search for text box. To search for an option enter
either its complete name or part of its name. For example you could enter all or part of the
name the educational establishment you want to select.

When you have entered an option, you can click the Search Now button, or you can refine
your search using the options on the Settings tab.

Settings
In the Options group box you can choose to search for an option that either starts with or
contains your selection on the Search Criteria tab.

In the Search Items group box you can choose search for a description of the educational
establishment or code.

In the Display group box you can choose the Codes check box to display the code for each
educational establishments.

In the Sort Order group box you can choose to sort the educational establishments
alphabetically by code or description.
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If you have used the Settings tab to refine your search, click the Search Now button to
begin the search.

If eCyborg finds an option(s) that matches your selection, the Search Option List dialog
box expands to reveal the results.

If your option is displayed, you can select it and click the Select button.

If your selection is not displayed, you can try again by entering a new option in the Search
for text box.

When you have highlighted your option, click Select to insert it into the option list.

See also:

B Selecting an option from an option list (on page 150)

B Selecting an option from a big option list (on page 151)
To learn how to use option lists.

175






Appendix B—Practice and Review Answers

APPENDIX B

Practice and Review Answers
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Using the Support Tools ...
Working With Data ........coccoeiiiiieeeeeeee e
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Introduction

This appendix provides answers for the Apply the Concept questions, Review of Questions
Answered and Extended Practice questions that are included in each instructional chapter.
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Getting Started

Review of Questions Answered

1.

What information must you have before you can log on?
A user code, password and environment.

How can user codes and passwords be used as part of your organization's security
strategy?

Each user of eCyborg should be given an individual user code and password. The
system will only allow someone to log on when they have entered the correct user code
and password. A user has three attempts to log on to the system. If they do not enter the
correct user code or password on the third attempt they will not be allowed to log on.
The system can be set up to prompt the user to change their user code on a regular
basis. To ensure that only authorized users access eCyborg a user should not reveal
their user code or password to anyone else.

How do you log out of the system?
You use the Logout button on the toolbar to log out of the system.

179



Using the Web Client

Exploring the Work Area

Review of Questions Answered

1.

What is the Work Area?
The Work Area describes the entire display area that you see after you log on to
eCyborg.

What is the Navigator?
The navigator is the method of accessing different components and forms. It is the pane
on the left side of your Work Area.

What is the Form Area?
When you have navigated to a component and selected a form, it will be displayed in
the Form area, to the right of the Navigator.

What is the Message area?
The Message area is used to display two types of information.

First, it is used to display information, warnings and reject messages in response to
information that you have entered on the form.

Second, it displays a selection list for forms that have multiple occurrences of the same
type of information. You can use a selection list to choose the record that includes the
information you want to work with.

What is a user profile?
A user profile is used for security purposes to determine what you can and can not do
while you are using eCyborg, and which parts of the system you can access.
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Navigating the System

Review of Questions Answered

1.

How is the Navigator organized?

The Navigator is made up of these three levels:

® Components

® Processes—each process is associated with a component
® Tasks—each task is associated with a process

What effect does your user profile have on information you can access?
Your user profile determines what you can and can not do while using eCyborg, and
which parts of the system you can access.

How would you switch between forms?
Your browser's Back and Forward buttons are a quick way to switch between forms

What are checklists?

A checklist provides a way to link different items (forms, dialog boxes, checklists) to
create a workflow. Each of these items can then be completed consecutively, using the
checklist to navigate them.

What method is provided to allow the selection of a different employee?
To switch between organizations and employees, you use the Employee Selection dialog
box.
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Using the Support Tools

Review of Questions Answered

1.

What types of online help are provided?

The Help system contains modular help files that allow you to access help for the entire
system and standard XHTML help on each component of the system. The help files
contain cue cards, conceptual information,and quick reference information.

What is the Help menu?
The Help menu consists of the help system, allowing you to navigate around all of the
delivered help files.
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Working with Data

Review of Questions Answered

1.

What methods are available for viewing employee and organizational data?
You can access an employee's records by entering the relevant information in one of
three text boxes in the Employee Selection dialog box:

® Number—employee's Number

® Name—employee's name

® Social Sec Nbr—employee's Social Security Number

What types of numeric data are used?

® Rates
Hours

[ ]
® Percentages
® Amount/Salary

What are option lists and how are they used?

An option list contains a list of predefined options for you to choose from. You must
select one of the predefined options as your selection. In contrast to a character text

box, you can not key your own data into an option list

What actions can be performed when working with forms?
The following actions can be performed when working with forms:

Button | Name Description

9 Save Saves the current data. This button is enabled
when you have entered new data or amended
existing data.

9 Cancel Cancels changes made to the current data. This
button is enabled when you have entered new
data or amended existing data.

ﬁ Change Accesses the Employee Selection dialog box.

Employee

e Select Displays the Selection List in the Message area.
This button is enabled when there are multiple
records for the form you have accessed.

Clear Fields | Clear the data in the current record (form, table
and so forth).

@ Delete This Deletes the current selected record (form, table

Entry and so forth).
Bookmarks Adds the current form to the Bookmarks area of

the Navigator.
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In addition, you can use your browser options to print your current work area, and to
move backwards and forwards between previously accessed forms.

5. How are employee and organizational data deleted?
Employee and organizational data can be deleted from the system by clicking the
Delete button on the toolbar.

6. What types of system messages are provided?
® Reject
® Warning
® [nformation
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Glossary of Terms

.EXE

A binary file containing a program in machine
language that is ready to be executed.

.INI

A file that contains the parameters (values) used by the
.exe file (program).

360-degree appraisal

Appraisals that include evaluations from an employee's
managers and supervisors, peers, subordinates, and
even customers, clients, and suppliers.

Absence data
Employee-level absence information that is entered on
the absences forms.

Absence point

User-defined number that may be assigned for a
particular absence and that can be totaled over time to
determine if an employee is within the accepted
number of absences for a time period.

Absence type

A classification of an employee absence, such as 'jury
duty' or 'sick'. Employee absences are recorded by date
and absence type.

Account timeout

The period of time that elapses before a user's account
becomes invalid because of inactivity.
Accumulator id

A three-position, alphanumeric identifier for a benefits
accumulator.

Acrobat

A suite of programs developed by Adobe Systems, Inc.
For creating and distributing electronic documents.
Programs in the suite allow you to create a portable
document format (PDF) file for a document. You can
then distribute the PDF file electronically to people
who view the document with their freely distributed
acrobat reader. People viewing a PDF file (or
document) with the Acrobat Reader see the document
with the exact layout intended by the author.

Action button

An action button performs an action such as saving the
information you entered or telling the system you
finished reviewing a page. An action button consists of
an icon (or button) accompanied by underlined text
(link text). For example, at various places throughout
eCyborg Interactive Workforce you may see an action
button displaying a check mark accompanied by the
underlined text 'save changes'. You can click either the
text or the button to save your changes to the page.

Activity code
Describes the clock transaction (ring) activity, such as
clock start or meal end.

Activity types

With the time and attendance solution, you can set up
the system so that an employee or group of employees
may clock in and out for up to eight different activities:
clock-in (1), break 1 start (2), break 1 end (3), meal
start (4), meal end (5), break 2 start (6), break 2 end (7),
and clock end (8).

Actuarial valuation

An examination of a pension plan to determine if
contributions are being accumulated at a rate sufficient
to pay the promised pensions.

Administration home page

The administration page that displays when a user logs
on using his or her administrator user ID and password.
The administration page displays links to individual
administrator pages (eCyborg Interactive Workforce,
Human Resources Administration, Benefits
Administration, and Payroll Administration).

Administrative User ID
User ID created by an administrator with the role of
eCyborg Interactive Workforce administrator. This ID
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differs from the employee user ID generated for the
administrator.

Aggregate tax method

Method of calculating taxes in which year-to-date
income is used to project annual wages (using
prorating), on which taxes are calculated. With this
method, the amount of tax withheld can vary from pay
period to pay period. This method is useful in
preventing a salesperson from being over withheld as
the result of fluctuations in commission over various
pay periods. It is activated on the payroll solution by
selecting aggregate/cumula tax (9) from the
Withholding Method (PR09) option list on the
Employee Tax Record Maintenance form. It is also
referred to as cumulative tax calculation method.

Annualization

Process of calculating the annual amount of pay based
on the number of pay periods and pay period amounts.
Calculated by multiplying the number of pay periods in
the year by the current taxable wages in the pay period.

Annualization factor

The factor that is used to multiply current pay period
wages to determine annual wages. For example, a
monthly pay frequency has an annualization factor of
12. The Payroll Solution typically calculates income
taxes on the basis of annual wages. The annualization
factor is entered by selecting an option from the
Annualization (PP33) option list on the Company Pay
Frequencies form for each pay frequency.

Annuitant
Someone entitled to receive or currently receiving
payments from an annuity.

Annuity
A contract providing an income for a specific period of
time.

Applicant

A person who is applying for a job or position in your
organization. Internal applicants come from within your
organization while external applicants come from
outside of your organization.

Appraisal rating

A method of ranking the performance of an employee
during a given period using options ranging from 1-
outstanding to 5-unsatisfactory.

ASCII

American Standard Code for Information Interchange.
The basis of character sets used in almost all present-
day computers; US-ASCII uses only seven bits to
convey some control codes, space, numbers, most basic
punctuation, and unaccented letters a-z and A-Z.

Ask Me wizard

A natural language, full-text search facility within the
online help. This allows users to type in a question, the
wizard interprets the question, and displays related
topics.

As-of reporting
Ability to report on data for a specified date or date
range.

Audit record

A snapshot of information entered on a form. Audit
records are stored on the employee database and are
displayed on audit reports in an is/was reporting
format. Adjustments and time entries are stored as audit
records and are extracted for a payroll run in which
they update the employee's record.

Audit report

A report that is available after the running of a
program; it lists created records as well as error
messages for records that could not be created.

Audit trail
A report of changes made to your employee database,
such as the Payroll Audit Trail (0101) report.

Authorized absence
Absences that are generally considered as paid time
away from regularly scheduled work.

Automatic plan

A plan that has been defined with a default option and
default pre- or posttax indicator (also known as
core/default plan).
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Average deferral percentage

Percentage used in nondiscrimination and compliance
testing mandated by US law. The calculation is defined
as the contribution divided by the compensation.

Average rating

A rating used for performance appraisal systems with
categories weighted by relative importance, where the
average score reflects the weighted scores.

Back

Takes the user back to the previous page.

Badge

Time and Attendance Administration can be set up to
use two different types of badge readers. The type of
badge your organization uses, is determined by your
third party badge reader software. The two types of
badges are magnetic badges and bar code badges.

Badge error

Occurs when a badge is used to create a clock
transaction (ring) and an employee has not been
assigned to the badge.

Badge number

Up to ten-character ID stored on employee badges and
clock transactions (rings) that tie clock transactions
(rings) to an employee on the Employee Database (on
page 193).

Batch

A group of transactions submitted to the batch payroll
processing system. Also, a collection of time entries
that corresponds to an employee group, such as
department.

Batch control record

Precedes all transactions separated by group; used to
identify the company to which the transactions in that
group apply. By entering anticipated totals for dollars
and hours on the batch control record, you may verify
your totals against those accumulated by the system.

Batch layout facility
A program that produces a segment layout for loading

forms via batch. This was formerly known as
BATCHL.

Batch number

An alphanumeric field on the batch control record
containing a user-defined value used to identify a
unique group of time entries or transactions.

Batch processing
A processing method that runs in the background and
requires limited intervention.

Benchmark job
A standard or point of reference for determining total
job points.

Beneficiary

A person named by the participant in an insurance or
pension plan to receive any benefit provided by the
plan if the participant dies.

Benefits control number
A four-position, alphanumeric identifier that specifies
which tables are accessed for an organization.

Benefits statement
Report that indicates the coverage and cost of each
benefits plan in which an employee participates.

Big option list
A large option list that includes a search facility. This
was formerly known as a big codeset.

Bridge loan

A loan made to assist a relocated employee in
purchasing a new residence before the sale of their old
residence is complete.

Browser

Software application used to locate and display web
pages. Modern browsers give users access to graphics,
text, and multimedia information, including sound and
video.

Budget plan year
A twelve-month period over which a salary budget is
effective.

Budget scenario

The result of creating one or more salary plans in order
to see the effect of different increase policies on the
budget.
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Budget setting
The process of analyzing and selecting an
organization's salary budget for the coming plan year.

Cafeteria plan

A specific type of flexible benefit plan that allows
employees to select their benefits from a number of
benefit plans. This term may be used interchangeably
with flexible benefits plan.

Calculation option list
An option list that contains calculation formula. This
was formerly known as a calculation codeset.

Candidate
A person who is applying for a job or position in your
organization and is under consideration.

Career planning

Providing career incentives such as advancement and
additional education and training for individual
employees in order to meet projected organizational
needs.

Carrier record
A carrier record supplies information from one
application area to another application.

Case-sensitive

A program that distinguishes between uppercase
(capital) and lowercase (small) letters. A case-sensitive
program that expects you to enter all commands in
uppercase will not respond correctly if you enter one or
more characters in lowercase.

Catalog

A file (with the extension of .cat) that contains all the
information necessary for Impromptu to access and
retrieve information from a relational database. The
catalog provides a business view of the data, as well as
information about what database to access, where the
database is stored, and how the tables in the catalog are
joined in the datamart.

Category code

General term used to refer to the option selected from
category (PPO1 and PP02) option lists on the company
earnings and company deductions forms. It is used to
indicate the type of earning or deduction.

CE/H

Abbreviation for considered earnings/hours.

Change control facility
A facility for updating and comparing your system

control repository. This was formerly known as
MAINTI/MAINTO.

Check box

A standard windows control that displays a yes/no
setting, either checked (yes) or unchecked (no).

Check digit

Unique identifier that is generated by the TBLCHK
program and used by the system to check the table
relationship records.

Checklist

A list of tasks to be performed in sequence. The
checklist displays within the navigator area. Checklists
link tasks and other checklists together to perform work
flow functions. Users can display a checklist by
selecting a checklist icon within the tasks in the
navigator.

eCyborg Interactive Workforce specific—a list of
tasks/pages generally displayed in a chart with hot
spots (links) for the checklist items. The user clicks the
link to access the page.

Checklist item

An item appearing within the navigator when a
checklist is being displayed. Checklist items include
tasks, dialogs and even other checklists.

Checklist item status
Defines the status of a checklist item. These can be:

Available to perform
Required

Not available
Already completed

Checklist margin
The area of the navigator that displays the checklist
item status when a checklist is being displayed.

Checkmark

If in the done column of a eCyborg Interactive
Workforce checklist, indicates that an item on a
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checklist is complete. Can also indicate OK, finished,
submit, and so forth.

Class

A class is an occurrence of a course that is specific to a
location and a date, that is being administered using
Training Administration. For example, 'eCyborg: Using
the Web Client’ on Thursday, December 21, in Chicago
is a class of the course 'eCyborg: Using the Web
Client'.

Class evaluation results

These are the results as entered on the evaluation forms
filled out by the class participants upon completion of
the class. These results are recorded on the class
evaluation results form.

Client data file

File containing information replicated from the System
Control Repository. Used by client workstations to
improve response time, since editing can be performed
locally. May be located on each client workstation or
may be located on a server and be shared by multiple
client workstations on the network. Formerly known as
the Client Control File.

Clock in and out

Also referred to as swipe/swiping the clock. When an
employee uses their badge to record an activity time,
they must pass their badge through the badge reader.
This action can be referred to as clocking in and out.

Clock transaction

Record containing the information needed to create
time entries for payroll processing. Clock transaction
(ring) information includes date, time, and badge
number. A clock transaction (ring) is created when a
badge is swiped through a clock.

Clock transaction warning
Occurs when a clock transaction (ring) time falls
outside of an employee's schedule warning times.

Closing costs
The costs associated with the purchase of a new house.

CLP

Abbreviation for certificates, licenses, and permits.

Codeset

A list of valid code values and associated descriptions
from which you may select an appropriate entry. This is
now known as an option list.

Coefficient
Customer-defined value used in the formula to
calculate a new salary grade midpoint value.

Combined register (2222) report

A report that provides a detailed printout of all
earnings, hours, taxes, and deductions for all the
payments and adjustments made on a payroll run. It is
Report Generator 2222.

Command button
A standard windows control that initiates a command
of sets an option (previously known as push button).

Common tax organization

A method of setting up taxation in an organization in
which all necessary tax specification records are
contained in a single organization. The common tax
organization often handles tax specification records
more efficiently, since it avoids duplication of the
federal tax records and of any state or local records
used by multiple companies.

Communication event

A letter or email that can be triggered automatically or
manually within the system. Communication events are
set up by the system administrator and usually include
data from a form or record.

Compa ratio

The ratio of a given salary compared with the midpoint
of the salary range. The formula is the salary divided by
the midpoint.

Competency
A requisite capacity to perform a single or set of skills
or activities.

Complement limit

A 'complement limit' is the maximum number of
complement units that can be assigned to a position at
any one time.

Complement position
A 'complement position' is a position that is included in
complement control.
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Complement unit

A 'complement unit' is the type of unit used to measure
the value of a position, for example, headcount, fte or
hours.

Compliance
Conformity in fulfilling legal requirements.

Component

The first level of functional organization on the
navigator or menu, such as employee resourcing or
employee development.

Component icon

An icon that denotes the current component. There are
a number of components within the system. Each
component appears as an icon on the navigator.

Component plan
Any plan included under the flex master plan or
grouped together under a group master.

Condition
Predefined criteria that can be added to a report's filter.

Considered earnings

An employee's paid earnings that are to be
accumulated, based on plan rules, for use in
determining credited service or calculations of final
benefits amounts.

Considered earnings/hours (CE/H)
accumulators

Used only in benefits plans to accumulate the earnings
and hours an employee has acquired toward eligibility
for a deferred plan. Accumulators may be retained on a
monthly, quarterly, or annual basis.

Considered hours paid
Actual number of hours for which an employee was

paid and that are to be accumulated based on plan rules.

Considered hours worked

Actual number of hours an employee worked. These
hours are to be accumulated based on plan rules for use
in determining credited service for a plan participant
(or for a non-participant if eligibility has been met).

Consolidated reporting
Option that enables packaged reports to be processed
for all organizations (consolidated).

Customer-defined value used in the formula to
calculate a new salary grade midpoint value.

Context-sensitive help
Information about an object and its current condition. It
answers the question 'what is this?'

Contribution type

The type of contribution being made to a benefits plan.
The system allows for the deduction and accumulation
of up to five different contributions per plan: basic
employee pretax, basic employee posttax, supplemental
employee pretax, supplemental post-tax, and
organization.

Control 1-2
A company or group of employees (now known as an
organization).

Control levels

A hierarchy of values used to determine the breakdown
of an organization for reporting purposes. The values
are user-defined.

Control number

An alphanumeric designation assigned to a table to
define the table records that will be used for each
organization.

Conversion
A method for transferring data from either a manual or
automated system into the system.

Co-ordinator

A coordinator is an instructional institution,
organization or person who administers training
courses.

Core plan

One of the plans that make up the minimum benefits in
which all eligible employees are required to enroll—for
example, medical and life. Employees who fail to
return enrollment forms with their benefit choices may
be automatically enrolled in the core plans (also known
as default plans).

Cost categories

Cost categories are classifications or divisions used to
separate costs for training into broad groupings, for
example, equipment or operating costs.
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Cost types

Cost types are used to further define training costs. For
example, the category of equipment could be further
broken down into the cost type of overhead projector
and monitor rental.

Costing
Projecting the future cost of a benefits plan contribution
for budget purposes.

Course

A course is a separate unit of instruction in a subject
being administered using the training administration
solution. For example, 'eCyborg: Using the Web Client’
is a course. This may be applied to a training course
provided internally or externally.

Course directory
A course directory is a list of all available courses.

CPI

Characters per inch

Credited service

The number of years of employment for which an
employee is given credit for use in determining final
benefits amounts.

Crew

A group of employees who rotate from one schedule
assignment (shift) to another, following a rotation
pattern.

Crew code
A unique, one-character, alphanumeric identifier of a
crew.

Cross-reference keys
Provide direct query access to data within the system
database.

CSL

Abbreviation for Cyborg Scripting Language (on page
191).

Cumulative data

Also called 'to-date data'. includes payroll earning,

deduction, net pay, taxable wage, and tax to-date
figures for employees.

Cursor

A special symbol, usually a solid rectangle or a
blinking underline character, that signifies where the
next character will be displayed on the screen. To type
in different areas of the screen, you need to move the
cursor. You can use the arrow keys or a mouse to move
the cursor.

Customer-defined
Values that depend on an organization-specific
definition--for example, option list.

CYB88X

An English Language root program used to set the
production version switch to on or off, in addition to
other automatic settings.

Cyborg Scripting Language
Cyborg's fourth-generation programming language,
previously called English Language.

Data extract

Method for extracting information from The Solution
Series for the purpose of subsequently loading it into
eCyborg Interactive Workforce databases.

Data load

The process of moving data from one system or media
to another. It encompasses data mapping, data
extraction and conversion, and the actual loading of the
data. Also the method of loading data extracted from
The Solution Series into eCyborg Interactive
Workforce databases using programming scripts.

Data mapping

The process of identifying, comparing, and matching
data (field to field) to be converted from one system or
media to another.

Database

A collection of information organized so that a
computer program can quickly search for and select
specific pieces of data. Think of a database as an
electronic filing system.

Datamart

Relational tables with a defined structure that have
been designed to automatically accept full datamart
extract data seamlessly.
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Deduct credits by plan

A method of distributing flexible benefit credits. The
total monetary value for credits is prorated based on the
employee's pay frequency. Credits are given to
employees as earnings added to their pay; the cost of
individual employee plans are collected through payroll
deductions and listed on the employee's payment stub.

Deduct credits by plan method

A method of distributing flexible benefit credits.
Credits are given to employees as earnings added to
their pay; the individual employee plan costs are then
collected through payroll deductions.

Deduction

An amount subtracted from available net pay.
Deductions can be involuntary (child support or
maintenance) or voluntary (pension plans).

Deduction cycle
A predetermined schedule for taking voluntary
deductions, based on the defined frequency.

De-enrollment
The process of shutting off plan benefits for an
employee for reasons other than a separation activity.

Deferred compensation

Any benefit that is not immediately payable to an
employee, but is instead deferred to a later date. This
term refers to retirement vehicles, including all defined
benefit, defined contribution, stock, and thrift/savings
plan.

Deferred plan

Any benefits plan in which benefits are not
immediately payable to an employee, but are deferred
to some later date. This term refers to retirement
vehicles, including all defined benefit, defined
contribution, stock, and thrift/savings plans.

Delimiter

A character that tells the system where an item of data
ends and another starts.

Dependent

An individual who relies or depends on another for his
or her support.

Dependent number

A unique number in the eCyborg Interactive Workforce
database that identifies an employee's spouse and his or
her other dependents.

Detail page

A page in eCyborg Interactive Workforce that displays
detailed information. Summary pages contain links to
the detail for each record.

Dialog box

A secondary window that appears on the screen to
present information or request input. Dialog boxes are
generally temporary—they disappear after you enter
the requested information.

Disability insurance tax

A tax required by some us states to be funded by
employee-paid contributions to pay all or part of the
cost of disability insurance coverage. On the Payroll
Solution, us state disability insurance tax records are
established as Type 4 taxes.

Disciplinary action
Action taken against an employee for violation of an
organization policy or procedure.

Discretionary increase

A salary increase amount or percentage determined by
a manager according to the guidelines established by
the organization.

Display

Make data or images display on a computer monitor.

Display box
An area on a form in which data is displayed (formally
known as an inquiry field).

Disposable income

For garnishment purposes in the us, an employee's
earnings minus deductions required by state or federal
law.

Distributed location

A customer location where data changes are replicated
and may be distributed. A DL is identified to the
system by a unique 5-position alphanumeric node ID.
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Distribution
The process of passing data from a source DL to one or
more target DLs.

Distribution rules

A set of parameters that determine how data will be
distributed from one DL to another. These are defined
at each DL by the owner using the distribution rules
screens. Distribution rules are stored in tables that are
not replicated (thus, they cannot be distributed).

DL
Abbreviation for distributed location (on page 192).

Double-click
Click a mouse button twice in rapid succession.

Drop-down list
A drop-down list is a view of the acceptable entry
options available for a text box.

Drop-down list box

A standard windows control that displays a current
setting but can be opened to display a list of choices.
The user selects a choice by double clicking on the
choice. The user can type into the field, and the system
moves the list of choices to the last letter typed.

Dynamic SQL

Statements created by a program that must be
interpreted and converted to executable sql statements
at run time.

Earned income credit

A refundable amount that reduces the tax owed by
certain low-income individuals in the us who meet
adjusted gross income levels.

Earning

Money paid in return for work performed or services
rendered. In Payroll Administration, earnings are
separated by earning numbers into various categories
such as regular pay, overtime pay, shift pay, bonuses,
and so forth.

Earnings category

Used to categorize similar earnings. For example, all
the overtime earnings can be grouped into category 01,
all the shift differentials/premiums into category 06,
and so forth.

EBCDIC

Extended Binary Coded Decimal Interchange Code;
binary code for alphabetic and numeric characters
developed by IBM for its computers.

eCyborg Interactive Workforce Home
Button on every page that returns the user to the
eCyborg Interactive Workforce Home Page.

eCyborg Interactive Workforce Home
page

Home page that displays each time employees log on to
eCyborg Interactive Workforce after completing the
new user tasks on the New User Home page.

Effective date
Date on which an event takes place, for example, an
enrollment or benefits plan change.

EIC

Abbrevation for earned income credit (on page 193).

EL

Abbreviation for English Language, now called CSL
(Cyborg Scripting Language).

Electronic Performance Support system
Online tools that help users perform their job quickly
and efficiently. EPSS can include online help,
computer-based training (CBT), electronic manuals,
wizards, and so on.

Email

Literally 'electronic mail'. This is a message that is sent
to one or more people within or outside of your
organization by an automated email software package.

Employee cancellation

An employee cancellation occurs when an employee is
canceled from attending a training class or training
program.

Employee Database

The file that contains organization and employee
records. This is File02. It was formerly known as the
Master File.

Employee Database record
The complete record for an employee. It may be
composed of multiple physical records.
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English Language

Former name of Cyborg's fourth-generation
programming language, now called Cyborg Scripting
Language.

Enroliment form

A customer-defined form used by employees to record
their benefits elections and any associated dependent
and/or beneficiary information.

Entitlement accrual

An accumulation of hours for an employee benefit,
such as sick leave or vacation time, commonly known
as an accrual.

Entity
Each Organization Unit, Job, Position, and Incumbent
is an entity. Together they are entities.

Entry field
An area on a screen or browser page where the user can
input information.

Entry form

An entry form is a form used to enter data.

Environment

The host platform and workstations where your Cyborg
system resides, and any communication protocols.
Also, a work space dedicated to a specific processing
type. For example: development, test, and production.

EPSS

Abbreviation for Electronic Performance Support
system (on page 193).

Event

The combination of a trigger (changes made to system

data) and an action (the creation of an email or letter).
Events always consist of these two component halves.

Excused absence

Absences from regularly scheduled work that can be
considered as either paid or unpaid time off.
Extract file

A data file generated to be used by another system or
application.

Federal Insurance Contributions Act

The United States Federal Insurance Contributions Act
imposes two taxes on both employers and employees.
Tax is withheld from an employee's wages to finance
the Old-Age, Survivor's, and Disability Insurance
(OASDI) social security program and the Hospital
Insurance (HI) medicare program. Employers are then
required to match the amounts withheld from
employees. On the Payroll Solution, employee
information for FICA-OASDI social security tax is
entered on tax record 101 and FICA-HI Medicare tax
on tax record 103.

FICA

Abbreviation for Federal Insurance Contributions Act.

Field

A data item on the database. This is usually displayed
on a form as a text box.

eCyborg Interactive Workforce specific—A space
allocated for a particular item of information. A tax
form, for example, contains a number of fields: one for
your name, one for your Social Security number, one
for your income, and so on. Every field has a name
(also called a field label).

Filter

Device used by report to select certain rows of
information from the database, thus limiting the amount
of data from the database to be viewed in the report.

Finished

Users click Finished when they have completed all
information on a checklist or other £SS page.

Flat rate tax

A US local tax that is calculated as a standard
percentage rate and that is calculated in the same way
for all employees (that is, factors such as marital status
do not enter into the calculation). For many such local
taxes, Cyborg does not provide tax specification
information on the Tax Authority File. Instead, you
need to enter a Tax Specification Record for the tax on
a Tax Specification Information form, indicating the
tax rate in the Flat Rate text box.

Flex credits
Units granted to an employee in order to purchase
benefits under a Flexible Benefits Program.
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Flex Master Plan

Defines your Flexible Benefits Program and ties
component plans together as a group. Employees are
enrolled in the Master Plan and then select the benefit
plans in which they wish to participate—for example,
medical, dental, and life. Flex master plans are set up in
Benefits Administration and used by eCyborg
Interactive Benefits to display benefit plans to users for
initial and open enrollment.

Flex plan

A benefit plan where, in addition to a core of basic
benefits (if applicable), the organization/company
allocates to each employee a credit for purchasing
additional benefits tailored to their individual needs.
Flexible benefit plans may include a flexible spending
account.

Flexible Benefits Plan

A specific type of benefit plan that allows employees to
select their benefits from a number of benefit plans.
This term may be used interchangeably with cafeteria
plan.

Flexible Benefits Program

A benefits program in which an organization may
allocate to each employee a pool of credits or a
monetary amount that is to be used to purchase benefits
tailored to individual needs.

Flexible Spending Arrangement

A benefits welfare plan set up as an account in an
employee's name that is used to reimburse the
employee for certain personal expenses. In the United
States, these accounts are provided by employers as a
way for employees to pre-fund dependent care, legal
services, or medical expenses with pretax currency.

Folder

Logical organization device for the content of a Cognos
catalog.

Form

A window of information that appears within The

Solution Series, including text boxes and other
controls. This was formerly known as a screen.

Form area
An area of the window that contains a form.

Form Builder
A tool provided by Cyborg Systems for use with The
Solution Series for designing forms.

Formal education
Education that is obtained from a college or university.

Forward
Displays the next page.

FSA
Abbreviation for Flexible Spending Arrangement.

FTE

Abbreviation for Full Time Equivalent.

FTP

File Transfer Protocol. A means of allowing a user on
one computer to transfer files to and from another
computer over a network

Full Time Equivalent

The ratio of total working time to the time that
represents full time employment for a single employee.
For example, an FTE of 0.5 means working half of the
time that represents full time employment.

Funeral days

Absences from regularly scheduled work due to a
funeral, which at the discretion of the organization, can
be considered as authorized or unauthorized, paid or
unpaid time off.

Gap analysis

Comparison of a current state of being with a desired
state of being. For example, you could perform a skill
or competency gap analysis on individual employees or
on the workforce as a whole, comparing the existing
state of skills and competencies with the required state
or level of skills and competencies.

Garnishment
A legal procedure authorizing a deduction from an
employee's earnings to satisfy a legal requirement.

General ledger interface

A file that provides a balanced payroll journal for the
period. This file contains journal entries for labor
expenses, withheld deductions, income, disability, UI,
and other withheld taxes, net pay, and company-paid
taxes. The interface may also be produced on paper.
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Go to details
Displays a new page with detailed information. Used
on summary pages.

Graphical User Interface

The Solution Series provides integrated human
resource and payroll functionality via the Microsoft
Windows Graphical User Interface. These are the
elements that display on your screen.

Grievance

A formal complaint made by an employee against the
organization usually because of an unsatisfactory
working condition or other work-related dispute.

Gross wages
The total of all earnings paid to an employee.

It is stored in the Total Pay (field 119 of the US Tax
Authority File) field of the employee's US FICA tax
record 101 (FICA-OASDI). This figure appears on the
Combined Register (2222) report as Total Pay. It does
not appear on US W-2 forms.

Group box
A standard Windows control that groups a set of
controls.

Group plan

Defines any number of benefit plans tied together as a
group. Group plans are used to define common
eligibility and to cluster plans for reporting purposes.

GUI

Abbreviation for Graphical User Interface.

Handicap

Having a physical or mental disability that substantially
limits activities especially in relation to employment or
education.

Health and safety profile

Data on the employee record that includes information
such as the employee's blood type, language, physician,
emergency contacts, and any disabilities.

HED

Acronym for Hours, Earnings, and Deductions. Each
earning or deduction must be established in The
Solution Series with a unique identifying three-digit

code. HEDs are used to record pay, hours worked, and
deduction amounts and arrears for each employee.

Help

Hot spot on an eCyborg Interactive Workforce page
that displays step-by-step directions for completing the
page.

History record

Part of an employee's payment history; a snapshot of a
check paid to an employee or an adjustment made to an
HED or tax.

Holiday days

The time off that all employees are entitled to based on
the decision of the organization or government
regulation.

Home page

The main page of a Web site that generally serves as an
index or table of contents to other documents stored as
pages on the site.

HTML

Abbreviation for HyperText Markup Language, the
authoring language used to create documents on the
World Wide Web. HTML defines the structure and
layout of a Web document by using a variety of tags
and attributes.

Import facility

A tool delivered with The Solution Series that moves
data from an external source to any organization or
employee form.

Import record
A line in a spreadsheet or delimited file that contains
employee or company data.

Inactive plan
A benefits plan that no longer allows employee
enrollment.

Inactive tax record

An employee tax record that is no longer in effect for a
given employee. Neither wages nor taxes are
accumulated for the particular tax record. However, any
wages and/or taxes already accumulated remain until
clearing is performed. Such clearing is usually
performed in preparing the Employee Database for a
new year. The inactive records can be deleted at this
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time. The process of making a tax inactive is called
deactivating.

Incumbent

An incumbent is an employee linked with a specific
position. The linking of an employee with a Position is
an incumbency. An employee may be linked to more
than one position; in other words, an employee with
multiple incumbencies. A position to which more than
one employee is linked has multiple incumbents.

Information-level security
These records grant access to employee and table data
via specific password records.

Initial Administrator

Only user whose user ID and password are created
during installation. The initial administrator always has
authority to all administrative functions: eCyborg
Interactive Workforce, Human Resources
Administration, Benefits Administration, and Payroll
Administration, and can assign administrative roles to
others by creating administrative user IDs and
passwords.

Initial passwords

Password generated by eCyborg Interactive Workforce
for each user ID extracted from The Solution Series.
Users must create a user-defined password when they
log on to eCyborg Interactive Workforce for the first
time.

InitialAdmin
See Initial Administrator.

Inquiry form
A inquiry form is a form used to view data already
entered.

Instructional text

Any paragraph(s) on the page that explain the function
of the page or fields to the user.

Internal candidate

An employee of your organization who is applying for
another job or position in your organization.

Internet
A global network connecting millions of computers.

Intranet

A network belonging to an organization, usually a
corporation accessible only by the organization's
members, employees, or others with authorization and
used to share information.

Investment funds

Different options or accounts available to employees
for allocating their contributions, usually applicable to
thrift/savings plans.

IPEDS

Integrated Postsecondary Education Data System.

Job assignment
A job associated with a particular employee.

Job code
A designation for a job assignment.

Job streams
A generic reference, Job Control Language, for your
operating system's command language.

Job type
A generic category that further defines a particular job.

Jury duty

This is compulsory service on court appointed juries.
Employers are required by law to excuse jury duty
related absences. They are not, however, required by
law to pay the employee during this time away from the
job.

Label

Text that describes the information the user enters into
the field.

Labor record

A record containing the hours, amounts, associated
charge-to control levels, and function assigned on the
employee's Payroll Home Location/Pay Allocations
form.

Leave of absence

Occurs when an employee leaves the organization for a
period of time, usually temporary, for personal reasons
such as medical leave.
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Log off
Logs the user off the system. When referring to the Log
Off button, use initial caps.

Logical Employee Model

A collection of default employee information that is
used to create a model. Logical Employee Model
templates are used when hiring new employees to save
time and ensure that critical information is established
consistently and correctly. These were formally known
as LMODELs.

LPI

Lines per inch

Mailing address
An address, other than your legal residence address, to
which you have your mail sent.

Maintenance payroll run

A maintenance payroll run automatically updates
organization and employee records, but it does not
process time entries or generate payments, pay slips, or
deposit advices. It is also used to create payment
history records.

Major activity

Event that causes a change in an employee's
employment status, such as a new hire, termination, or
rehire.

Mandatory field
A field that requires the user to enter information
before the user can exit the screen or page.

Map file
Stores the predefined relationships between an import
file and a form.

Mass time entry creation
Creating time entries for a group of employees through
one program execution, such as for a paid holiday.

Master File (0202) report

A Cyborg report that produces a formatted display of
the data in an employee's current batch Employee
Database record. This includes the wages and taxes
accumulated for the employee, covering current,
month-to-date, quarter-to-date, and year-to-date
information for individual tax codes. It is report
generator 0202.

Matrix ID

Unique identifier for each pay-for-performance matrix.

Menu
A list of choices; the choices are generally links that
take the user to another screen or page.

Menu bar item
A menu that appears on the menu bar.

Message area

An area of the window that contains messages or
selection lists relevant to the current form. The
Message Area can be turned on or off.

Method code

One of many specific routines (usually delivered by
Cyborg and identified by a two-character code) used to
calculate earnings and deductions.

Midpoint
The middle of the span of currency from the minimum
to the maximum of the employee salary grade.

Minimart
Relational tables you create so you can insert data from
your Subset data extractions.

Monetary perquisites
A privilege or profit that an employee is entitled to that
is incidental to regular wages or salary.

Moving expenses
The expenses incurred by an employee due to moving
from one location to another for employment purposes.

Multiple master

A file compression technique that duplicates the current
employee Permanent Master Record as many times as
there are payments to that employee during one pay
period. These multiple masters are detail records
reflecting the amounts for the payment being made
(current), and the adjusted MTD, QTD, and YTD
totals. The system uses multiple master records to
create history records showing the current payment
figures only.

Navigation bar

In eCyborg Interactive Workforce the Navigation bar
shows the name of the page you are using, for example,
'Mailing Address'. The top line of the Navigation bar
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shows the path you took from the Home page to reach
the present page. Links on the Navigation bar let you
return to the home page or log off the system.

Navigator

Left pane of the work area which forms the main
method of moving through the forms. From the
Navigator users select the component, process, and task
in which they are interested.

Net credit method

A method allocating flex credits. An employee's cost of
benefits is calculated as either a net cash earning or a
net deduction from the employee's pay. The net amount
is the difference, either plus or minus, between the
credits allocated to the employee and the cost of his or
her flex benefits choices.

New hire
Process of hiring a new employee for your
organization.

New user

A user of eCyborg Interactive Workforce who has not
yet completed reviewing and updating their personal
information on the New User Home page.

New User Home page

Home page that displays for new users of eCyborg
Interactive Workforce until they complete reviewing
and updating their personal information.

Node
A Distributed Location.

Node ID

A unique 5-position identifier for a node. The naming
convention is defined by the user.

Number registered

This is the number of employees registered for a
training class. It is updated and displayed on the Class
Schedule form.

Object

Each System Control Repository record type is
assigned an object code. A single record type can have
several object codes assigned to allow limited display.

Object key

A field that allows you to specify the System Control
Repository record group you want to display. The value
of this field is dependent on the type of information you
want to display.

Obsolete plan
A benefits plan that will no longer be used.

Off cycle

An off-cycle payroll run is an additional payroll for the
period just completed. An off-cycle payroll run is
commonly used to process nonstandard payments, such
as bonuses. It is sometimes referred to as an additional
or bonus payroll run.

Online

Turned on and connected, for example, printers are on-
line when they are ready to receive data from the
computer. Users are considered on-line when they are
connected to a computer service through a modem.
That is, they are actually on the line.

Open enroliment

A period of time during which employees can enroll in
or change their benefit choices for the upcoming year,
generally in October or November.

Operator ID
A four-character code that identifies the user to the
system.

Option
An item in the option list for a field. This was formerly
known as a codeset item.

eCyborg Interactive Benefits and Benefits
Administration specific—In Benefits, the plan coverage
that an employee selects, such as single or family
coverage.

Option button

A standard Windows control that allows you to select
from a fixed set of mutually exclusive options
(previously known as radio button).

Option list

An option list is a list of options that are available
within a Text box. This was formerly known as a
Codeset.
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eCyborg Interactive Workforce specific—Options
available in The Solution Series that the eCyborg
Interactive Workforce administrator loads in to
eCyborg Interactive Workforce. The options are then
available in the drop-down list boxes in eCyborg
Interactive Workforce.

Organization

A group of employees who are employed in a common
structure, governed by the same set of rules or policies,
and eligible for the same earnings and deductions For
example, your organization may be structured into parts
that represent employee groups such as active, union,
retirees, applicants, and so forth.

Formerly known as a company or Control 1-2.

Organization Level 3

A customer-defined value used to determine the
breakdown of an Organization for Human Resource
reporting or selection purposes. This control level may
be translated to a division, plant site, section, and so
forth, as defined by you.

Organization Level 4

A customer-defined value used to determine the
breakdown of an Organization for Human Resource
reporting or selection purposes. This control level may
be translated to a division, plant site, section, and so on,
as defined by you.

Organization Level 5

A customer-defined value used to determine the
breakdown of an Organization for Human Resource
reporting or selection purposes. This control level may
be translated to a division, plant site, section, and so on,
as defined by you.

Organization Level 6

A customer-defined value used to determine the
breakdown of an Organization for Human Resource
reporting or selection purposes. This control level may
be translated to a division, plant site, section, and so on,
as defined by you.

Organization Number

A six-character user-defined code that represents an
organization; the highest level of the organizational
structure in Payroll Administration.

Formerly known as a Control 1-2.

Organization Unit

An organization unit ('Org Unit') is a grouping of
Positions within an organization (for example,
Accounts Department).

Organization Validation table
A table that validates that an organization is valid and
payments can be made.

Organization-specific tax setup

A method of implementing Tax Specification Records
in which each organization involved in tax processing
contains all the specification records required to
process taxes for its employees, as opposed to a
common tax organization.

Override file
A file used to maintain COBOL or Report Generator
changes to the system.

Packaged reporting
A processing mode in which a job is scheduled to be
run at a certain time.

Paid absence
Employee absence that will be paid by the organization.
A time entry will be created for this absence.

Parallel run

The process of executing the same programs
simultaneously on two separate systems to obtain the
same or similar results.

Parameter form

A form that is displayed when certain programs are
called from the Navigator or menus. The form
facilitates entering parameters for the program.

Password

A secret series of characters, generally user defined,
that enables you to access a computer, a software
application, or a file. On multi-user systems, each user
must enter his or her password before the computer will
respond to commands.

In eCyborg Interactive Workforce, the password
ensures that unauthorized users cannot access user-
specific information.
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Password aging

The period of time that elapses before a user-defined
password expires and the user must change his or her
password.

Pay allocation

A means of allocating, on a percentage basis, employee
labor hours and amounts to multiple sets of control
levels 3 through 6 and function to accurately reflect
employees whose labor must be charged to more than
one area within an organization.

Pay document

A pay slip or deposit advice with its associated pay
stub.

Pay frequency

The interval at which a group of employees is paid.
Examples are weekly and semimonthly. Also referred
to as a payroll period.

Pay schedule

A predetermined schedule for a calendar year,
identifying period-end and payment dates for each pay
frequency.

Pay stub

A preprinted form, corresponding to a check or deposit
advice that lists all earning, gross pay, taxes, deduction,
and net pay information for an employee.

Pay-for-performance matrix

Chart representation of the variables that result from
the combination of salary increase information, how
much to give and when.

Payment history record

A record documenting the detail information for a
payment or adjustment. Multiple payment history
records may be generated for an employee, reflecting
multiple adjustments or payments. These records
include all earning, deduction, and tax information
included in the payment or adjustment.

Payroll home location

The location where the employee is normally assigned
to work and where labor distribution information is
charged. An employee's home location comprises
specific Payroll Levels and is always assigned
Allocation Number 01 on the Payroll Home

Location/Pay Allocations form. The Function field may
also be used as part of a home location, depending on
your specific requirements.

Payroll Level 3

A customer-defined value used to determine the
breakdown of an organization for Payroll reporting or
selection purposes. This control level may be translated
to a division, plant site, section, and so forth, as defined
by you.

Payroll Level 4

A customer-defined value used to determine the
breakdown of an organization for Payroll reporting or
selection purposes. This control level may be translated
to a division, plant site, section, and so on, as defined
by you.

Payroll Level 5

A customer-defined value used to determine the
breakdown of an organization for Payroll reporting or
selection purposes. This control level may be translated
to a division, plant site, section, and so on, as defined
by you.

Payroll Level 6

A customer-defined value used to determine the
breakdown of an organization for Payroll reporting or
selection purposes. This control level may be translated
to a division, plant site, section, and so on, as defined
by you.

Payroll period
A defined period of time for which an employer pays
wages to employees.

Payroll Process Control

A series of forms used during the Payroll Process to
determine the type of run (payroll run or maintenance
run). Allows you to specify the pay frequencies to be
paid and which reports are to be produced.

Payroll run

Updates organization and employee records, processes
time entries, calculates employee pay, generates pay
documents and payroll reports, including the Combined
Register. It also produces a variety of special interface
outputs.

PCL

Printer Control Language
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PDF

A file format that captures formatting information from
a variety of desktop publishing applications, making it
possible to have formatted documents appear on the
screen and be printed. To view a file in PDF format,
you need Adobe Acrobat Reader, a free application
distributed by Adobe Systems.

Peer-group appraisal

Appraisal that uses performance evaluations completed
by an individual employee's co-workers or project team
members.

Pending de-enroliment segment

Plans for which an employee is enrolled, but has lost
eligibility, as listed on the Pending Plan
Enrollment/De-Enrollment form.

Pending eligibility segment

Plans for which an employee is eligible but not
enrolled, as listed on the Pending Plan Enrollment/De-
Enrollment form.

Performance appraisal
A periodic assessment and ranking of an employee's
skills and accomplishments.

Performance appraisal rating

A method of ranking the performance of an employee
during a given period using options ranging from
1-Outstanding to 5-Unsatisfactory.

Performance rating

A method of ranking the performance of an employee
during a given period using options ranging from 1-
Outstanding to 5-Unsatisfactory.

Performance-related pay
Monetary payments made to employees based on how
well an employee has fulfilled job expectations.

Perquisites
Property or privileges extended to an employee.

Personal days

Authorized absences that are generally considered as
paid time away from regularly scheduled work, but can
be either paid or unpaid.

Phonetic keys
The keys you use to access employee data using the
phonetic spelling of an employee's last name.

Pixel
The smallest rectangular area of an image on a screen.

Plan deactivation
A process that makes a plan inactive and prevents
future employee enrollment.

Plan ID

A three-position, alphanumeric identifier for a plan in
the system.

Plan shutdown
The process of de-enrolling an employee from all
benefits plans because of a separation activity.

Plan year
The 12-month period over which a salary budget is
effective.

eCyborg Interactive Workforce specific—The calendar,
policy, or fiscal year in which the records of a Benefits
plan are maintained.

Policy tables

Highest level tables that are used to record the generic
(or master) rules for an organization or group of
employees. These included your organization's rules
relating to working time procedures, such as clocking
in and out, docking for lateness, and overtime. Each
policy consists of a Policy Master table and one or
more Policy Activities table.

Pop-up menu

A menu that appears when you use the second mouse
button within the system. This menu contains context
sensitive commands and options that relate to the object
you have clicked on.

Portable document format
See PDF.

Position
A specific role with an organization—for example,
Accounts Manager.

Alternative definition: to place an object in a specified
location.
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Position Administration Control Number
Two-character alphanumeric value that tells Position
Administration which tables to use for a specific
company.

Position complement

A 'Position complement' is the value of a Position. The
organization complement is the total value of all
Positions included in the complement.

Position in range

The difference between a given salary and the
minimum of the salary range, divided by the difference
between the range's maximum and minimum, and
expressed as a percentage.

Posttax
A contribution made after taxes have been withheld
from earnings.

Premium

The amount of money an organization agrees to pay an
insurance company for a policy or annuity, or the
amount contributed by an employee to the employer to
cover the employee's portion of the total premium.

Prenotification

Informing a bank or credit union that an employee will
be using direct deposit with them in the future. Cyborg
recommends that you fill out the Direct Deposit
Information form two pay periods in advance of the
first deposit date. This ensures that a prenotification
record is provided to the bank or credit union in a
timely manner.

Pretax
A contribution made before taxes have been withheld
from earnings.

Primary account

The account set up in eCyborg Interactive Workforce to
receive an employee's pay or reimbursement checks.
After deductions and deposits to additional (secondary)
accounts, the remainder of pay is deposited into the
primary account.

Process

A subset of a component that logically groups tasks on
the Navigator or menu. For example, the process
'Maintain Employee Details' contains tasks such as

'Basic Employee Information' and 'Personal
Information'.

Alternate definition: An action that brings about a
result.

Process bar
The graphical representation of a process on the
navigator. Each process bar is within a Component.

Program

A program is a series of classes being administered
using Training Administration. For example, 'The
Cyborg Training Schedule for January-June 1996' may
be a program consisting of eight different classes.

Alternative definition: a form or other program within
the system, accessed directly from the Command dialog
box. For example, form EF-SCR is a program.

Protected amount

The amount of disposable income protected from
garnishment in the US This amount may vary from
state to state.

Prototype HED

An HED defined on a benefits form for use in
recording employee/organization contributions when an
employee is enrolled in a benefits plan. This allows the
setup and maintenance of payroll deductions using
Benefits Administration.

Provider
A provider is an instructional institution, organization,
or person who is available to teach training courses.

Push button

A button on the interface which appears depressed
when clicked on (now known as command button).

Quartile

Points that represent the division of a salary grade
range into four equal parts.

Query alternate keys
The keys you use to access the employee master record
in an order other than by primary key.

Query primary keys

The keys you use to direct your QUERY program to a
record type.
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Quick Hire

The process of hiring an employee by entering one two-
panel form with the required data elements rather than
entering a series of forms.

Radio button

A button on a form that selects an option, the radio
buttons that make a field are mutually exclusive (now
known as an option button).

Recall

Return a laid-off employee to active status, usually with
no affect to benefits.

Reciprocal taxation

Reciprocal tax withholding refers to agreements made
between US states and (or) localities regarding income
tax calculation and reporting for compensation paid to
an employee who lives in one state or locality and
works in another.

Record
A complete set of fields, such as the fields that make up
a tax form or a name and address record.

Alternate definition: To set down for preservation in
writing or other permanent form.

Recruitment
Process of finding and hiring new employees who meet
the needs of your organization.

Recycle File

POSIN; A file that contains employee data and pay
document information required for payment
reconciliation. It also contains time entries to be
processed and paid at a later date. This file is used to
pass data to the next payroll or maintenance run.

Registration
Registration is the act of enrolling an employee in a
class.

Registration number

A three-digit registration number is assigned to
employees for tracking purposes when they register for
a training class. This enables the order in which the
employees registered to be viewed.

Rehire

The process of hiring a former employee of your
organization. Typically, a break in service is incurred
and benefits must start over (usually requiring a new
adjusted seniority date if used in benefits tracking).

Reimbursement account

The account into which employee's travel and other
expense type reimbursement checks are directly
deposited.

Reinstatement

The process of returning a former employee to active
status within a certain time period (such as 90 days),
thus qualifying the employee to have certain benefits
restored to the original hire date.

Reject time

The point at which an error condition will occur. An
error condition must be manually corrected/approved
and approved before a time entry can be generated by
the system.

Relocation

The process of moving an employee from one
organization to another geographic location, whether
the move be domestic or international. This process
also applies to applicants who are being relocated as
part of the hire process.

Remaining net pay

The 'bucket' of money that is left after all employee
deductions and taxes have been taken from the
employee's gross pay. This 'bucket' of money can then
be used for multiple deposits if the enterprise sets up
multiple deposit HEDs.

Replication

The automatic process of writing changes made in the
Employee Database and option lists and tables in the
System Control Repository to the Replication Holding
File (FILEOS).

Replication Application

English Language program (DSAPLY) that reads
records from the Replication Packet File (FILE20)
produced by the Replication Reception program
(DSRECYV) and updates the System Control Repository
and Employee Database accordingly.
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Replication Distribution

Two COBOL programs that work together to distribute
and receive updates. The Replication Distribution
Program (DSTRIB reads either the Replication Holding
File (FILEOS) or a Replication Packet File (FILE20),
selects data applicable to a specific DL and writes all
necessary data to a new output-only Replication Packet
File (FILE21). The resulting FILE21 will be processed
on the remote DL via the DSRECV Replication
Reception program.

Replication Holding File

FILEOS. This file contains additions, changes, and
deletions to the System Control and the Employee
Database. Data is distributed from and written to this
file, based on the data distribution rules configured for
the target DL by the source DL.

Replication Packet File

(FILE21/20). This file contains data changes and is
created specifically to update a target DL. This
information may include Company/Employee data,
tables and option lists, and time entry and adjustment
records.

Report

The term report refers to a report produced on paper.

Report Generator

A program that produces the batch payroll and the
batch payroll reports.

Report Group

A series of packaged reports that are created using the
Report Group Activities form and are run together.
Report Group Scheduler

This is the program that allows you to schedule reports.
This was formerly known as the Report Scheduler.
Report parameters

Specific guidelines for determining the information to
be processed by a given report or program.
Requisition

A formal request to fill a vacancy or vacancies.
Requisition candidate

A candidate for a vacancy represented on a requisition.

Requisition limit

A total unit value of a requisition.

Requisition unit

The value of a requisition expressed as an FTE, hours,
salary or headcount.

Retirement
Occurs when an employee retires from the
organization.

Return
The activity of an employee returning as an employee
to active status, usually following a leave of absence.

Alternative definition: key on keyboard used to
perform a carriage return, can also be known as Enter.

Review process

A method used by an organization to evaluate an
employee's salary or performance in a standard, timely
manner.

Roll-up reporting
Option that enables packaged reports to be processed
within organizations (roll-up).

Rotation pattern

A way of describing the working pattern for a group of
employees (crew) who regularly work different shifts.
A crew is a group of employees who together regularly
work the same schedules according to a rotation
pattern.

Safety standards
Legally-mandated workplace safety standards.

Salary budget record

Defines, for each employee, the budgeted increase
amount, percentage, and effective date for a specific
salary plan year, and the prorated effect of this increase
on the budget in terms of amounts and percentages for
each employee.

Salary grade

A range of salary amounts associated with a particular
job.

Salary grade range

A range of salary amounts associated with the salary
grade for a particular job.
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Salary plan
A set of rules or guidelines used to budget for salary
increases for the coming year.

Salary plan year
A 12-month period over which a salary plan is
effective.

Salary range
The span of salary amounts from the minimum to the
maximum of the employee salary grade.

Salary review
A periodic evaluation of an employee's compensation.

Salary review authorization form
Hard copy format of the employee criteria necessary to
review and approve proposed salary increases.

SAT file

The Solution Series form appearance table. Simple text
file that reflects the form's layout.

Save Changes

Saves the page (form) the user completed. (When you
click 'Save Changes', eCyborg Interactive Workforce
saves the information on the page whether or not the
user made changes.)

Schedule Activities table

Identifies activity types for each point in a work day
where the process of clocking in and out should be
dealt with. Each Schedule activity also contains time
parameters that will be used to calculate whether an
employee will be docked or credited time.

Schedule assignments

Also referred to as a schedule. This term refers to the
details of the Schedule Master tables to which an
employee is assigned. These details include the date the
assignment took place, the Schedule Number and Sub-
Schedule Number, and (if applicable), the crew to
which the employee is assigned.

Schedule error
Occurs when a clock transaction (ring) time falls
outside of an employee's schedule reject times.

Schedule Master table
Used to set up your organization's Time and attendance
rules (such as HEDs and the minimum number of hours

an employee must work before a meal deduction is
made). A Schedule Master table is associated with a
Calendar Routine, earnings Code, and Shift Premium
table by entering the appropriate identifier.

Schedule number
A unique three-character alphanumeric identifier used
to partially identify a schedule table.

Screen
Now known as a form.

Scroll bar

When information on a page takes up more than one
screen of your monitor, the system adds scroll bars to
the right side of the screen. On the scroll bar:

B Click the up arrow to move line by line to the top of
the page

B Click the down arrow to move line by line to move to
the bottom of the page

B Click the double arrows to move several lines up or
down the page

Click and drag the bar in the scroll area to manually
move up or down the page.

Search argument

The value from an employee's master record used to
search benefits tables to apply plan rules to specific
groups of employees.

Search type
The definition of a field from an employee's master
record to use as the search argument.

Secondary account(s)

Additional account or accounts at financial institutions
that employees set up in eCyborg Interactive
Workforce receive a portion of their pay. A primary
account must be defined before an employee can set up
additional accounts.

Security Officer

The assigned employee who is responsible for the
setting up and monitoring of the security your Cyborg
system.
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Self-adjusting taxes

Taxes for which the system automatically recalculates
the tax on a cumulative year-to-date basis on each
payroll run.

In the U. S. these include FICA taxes: Social Security
(tax record 101) and Medicare (tax record 103). The
purpose of this calculation is to avoid any differences
(of pennies) in FICA tax paid versus FICA tax due at
year-end due to rounding on a pay period basis. In
addition, certain state disability taxes and employee-
paid state unemployment insurance taxes also self-
adjust.

Sequential Master File

P20IN; The batch processing version of the Employee
Database. This file contains organization and employee
data, tax tables, and the object code for programs.

Service interruption
A period of time during which an employee did not
maintain an active working status in the organization.

Service method
A calculation option list that determines the method for
calculating credited service.

Session
When users log onto a software application, they begin
a session. When they log off, they end the session.

Alternate definition: The period of time during which
a class is held.

Shift

An employee schedule assignment for a given day. For
a rotation pattern, this is a Sub-Schedule Number.

Alternative definition: key on keyboard, typically
used to describe key combinations for a shortcut key.

Shift premium

A premium (or differential) added to an employee's
regular earnings, overtime earnings, or both. It is
represented by a shift code or HED Number.

Shortcut menu

A menu that appears when you right-click within The
Solution Series 4. This menu contains context-sensitive
commands and options that relate to the object (form,
Navigator, and so on) on which you have clicked.

Sick days

The time off that an employee is allowed to take due to
illness as a result of an employment contract or
organizational policy.

Solution View

An online utility that provides the tools for creating
new forms, fields, and report programs without the
direct use of Cyborg Scripting Language.

Source DL

The node that owns the data being distributed.
Depending on the rules established, the same DL can
alternate from source to target.

Special assessment

Extraordinary or temporary taxes, such as additional
employer-paid or employee-paid contributions to state
unemployment programs or to mandatory health
insurance programs.

Spinbox

A control on the interface composed of a text box and
increment and decrement buttons that allow you to
adjust a value from a limited range of possible values.

Spreadsheet application

Software for recording ledger entries, creating
worksheets, graphing data, and other accounting
functions.

Standalone Time and Attendance

Customers who are using the Cyborg's Time and
Attendance Administration but not the Cyborg's Payroll
Administration.

Static data

Includes organization and employee information, such
as name and salary.

Static SQL

Data Definition Language (DDL) and Data
Manipulation Language (DML) statements embedded
in application programs.

Status bar

The bar that appears at the bottom of The Solution
Series window. The Status Bar displays useful
information, such as your current session number, the
currently displayed organization and employee, and so
forth.
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Sub-schedule number
A two-digit numeric text box used to further identify a
schedule table.

Succession planning

Finding and developing employees for placement into
identified key positions that are expected to become
vacant sometime in the future.

Summary page

To help you see information at a glance, eCyborg
Interactive Workforce uses summary pages. The
summary page displays a short view of detailed
information. For example, all your emergency contacts
appear on a summary page. You delete the contact or
proceed to the detail for the contact from the summary
page.

Summary plan
A customer-owned description of a benefits plan.

Supplemental wages

Wages that are separate from regular earnings may be
classified as supplemental wages and taxed using the
default method. The default method means using a set
percentage specified by the tax authority. Examples of
such earnings are bonuses and commissions.

Surplus
A 'surplus’ is an exceeded complement position.

System administrator
An individual responsible for maintaining a multi-user

computer system, including a local-area network
(LAN). Typical duties include:

Adding and configuring new workstations

Setting up user accounts

Installing system-wide software

Performing procedures to prevent the spread of viruses
Allocating mass storage space

System Control Repository

This is the file that contains system definitions for The
Solution Series, (FILEO1).This was formerly known as
the Control File.

System Generator

A type of Report Generator that performs system
functions, such as defining data elements and system
messages.

Table

Contains an organization's rules and policies and
controls what actions take place at the employee level.

Alternative definition: means of displaying
information in columns and rows.

Table Definition Record

Table containing data about the Position
Administration table records, including the location of
keys to associated tables.

Target DL

The node that receives the data being distributed.
Depending on the rules established, the same DL can
alternate from target to source.

Task

The lowest level of organization on the Navigator or
menu, generally equivalent to a form. checklist, or
dialog.

Task icon
An icon denoting a task. Task icons describe the type of
task, including Forms, Checklists, Dialogs and others.

Tax authority

A government agency to which an employer and
employee has statutory tax obligations. The tax
authorities for which you handle taxes exist at the
federal, state/province, and local levels.

Tax Authority File

A Cyborg-supplied file that contains all the tax-specific
information needed to calculate taxes for tax
authorities. This includes wage-bracket tables for
different marital statuses and information relating to
allowances and standard deductions. The sources for
the contents of this file are tax specifications published
by the various tax authorities.

Tax code

The three-character to seven-character Cyborg-supplied
reference code that identifies a tax and that serves as
the link between the Tax Specification Record and the
employee tax record.

Tax Maintenance File

One of the two Cyborg-supplied tax files. A Tax
Maintenance File is a file issued by Cyborg in
conjunction with a Tax Update Bulletin (TUB). It
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contains all the tax specifications that are being updated
in the bulletin, in the form of tax specification
transactions. These transactions are typically used as
input to the batch maintenance run in which tax updates
are applied.

Tax specification

Each tax authority publishes tax specification
information that specifies how each tax must be
administered. This information specifies how
employers should calculate taxes and how taxes should
be withheld from employees (if withholding applies).
The tax specifications can be in the form of tax
formulas and (or) tax tables.

Tax Specification record

A record on your Employee Database that contains the
tax specifications for a tax. The record contains all the
information, as obtained from the governmental
authority, needed to calculate tax amounts for the tax.
The record may contain more than one tax; for
example, US state Tax Specification records contain
information for both state income tax and state
unemployment insurance. Once a Tax Specification
record is activated, tax specification information from
the Cyborg-supplied tax files can be loaded onto the
record on your Employee Database.

Tax table

A set of information required to calculate a tax, for a
specific set of employee parameters. Tax tables are
stored and maintained in Tax Specification records. A
table typically includes wage and bracket information
and data relating to allowances, such as personal
exemptions and to standard deductions. There can be
several tables relating to marital and resident status in a
given Tax Specification record.

Tax type

This term refers to various categories of taxes, for
example, income, National Insurance, unemployment,
disability, Social Security (FICA-OASDI), and
Medicare (FICA-HI).

Taxability

The term refers to whether an hours, earnings, and
deductions amount is to be included in taxable wages to
be accumulated for a specific tax. If the hours,
earnings, and deductions amount is excludable, then the
amount is not included in taxable wages. If the hours,

earnings, and deductions amount is taxable, then the
amount is included in taxable wages. The term fully
excludable or fully taxable implies that more than one
type of tax is being referenced, for example, state
income tax and state unemployment insurance in the
US.

Taxable wage base

The taxable wage base represents the maximum amount
of an employee's wages on which tax is levied and after
which there is no liability. A wage base in the US
typically is in effect for FICA, unemployment taxes,
and disability.

Tax-related Regulatory Bulletin

A TUB contains the updates to tax specifications
supplied by Cyborg, consisting of a bulletin document,
a tax file that contains the updated tax specifications,
and a printed listing of tax specification transactions
with the updates.

TDR
Table Definition Record.

Template

A basis from which to create a custom item. For
example, you can use an existing Cyborg report as a
template for your custom report.

Temporary password

A set of alphanumeric characters used with a user ID to
limit access to a software application. The system
requires that users replace their temporary password
with a user-defined password within a certain number
of days.

Termination
The activity of an employee no longer being employed
by the organization.

Test environment
A separate organization or system partition used only
for testing.

Text box
A control on the interface in which text can be entered
and edited (formerly known as a field).

Text qualifier
The character surrounding an item between delimiters.
All values between the qualifier are data items and are

209



Using the Web Client

not scanned for a delimiter. This allows a delimiter
character, such as a comma, to be a valid data item.
Example:

"item 1","item 2","item 3, 4 and 5"
This string contains three data items:
Item 1

Item 2

Item 3,4 and 5

Although the third item contains a comma, it is ignored
as a delimiter because it is between the text qualifier of
speech/quotation marks (").

Time entry
The form in which you enter the hours worked for an
employee. This was formerly known as a Time Card.

Time entry extract file
A file of time entries external to the Time and
Attendance Solution that is used to feed to payroll.

Time entry validation

The Time Entry Validation/Creation program identifies
and assigns an activity, for example Clock In (1), to
each clock transaction (ring) when performing the
validation function. Each clock transaction must be
assigned to an activity, in order for time entry hours to
be calculated for an employee, for a particular shift.
This program validates clock transactions (rings) and
generates time entries.

Timeout

The period of time that elapses before a user's eCyborg
Interactive Workforce account becomes invalid because
of inactivity.

ToolTip

A standard Windows control that provides a small pop-
up window that provides descriptive text, such as a
label, for a control or graphic object.

Top-down appraisal

Appraisal made by a supervisor or manager of an
employee's capabilities. Such an appraisal is generally
based on the supervisor's or manager's day-to-day
observation of an employee's work performance and
will usually include an appraisal interview with the
employee.

Trainer

Trainers are set up on the Provider Index Form. They
are instructional institutions, organizations or persons
who are available to teach a training class.

Trainer code
The trainer code is a four-character value that

represents a trainer. This value resides in Option List
TR38.

Training area

The training area is recorded on the Class Schedule
Form. It is typically defined as the section of the
organization to which the training applies, such as
manufacturing.

Training class results

These are the class details and absence information
recorded on the Process Class Results form. Details
recorded include the objectives met when taking a
training class.

Training class status

The status value is updated and displayed on the Class
Schedule Form. It tracks whether the training class is
canceled, full or available.

Training course code

The training course code is a six-character value that
represents a training course. This value resides in
Option List TR33 and is associated with a course title.

Training plan

A plan of training courses that an employee will attend
in the future to achieve the necessary skills to perform a
job.

Training reason

The reason for training is used to identify why a
training request has been made. For example, the
purpose of the training to act as a refresher, to acquire
new skills, and so forth.

Training request

A training request is a request for an employee to
attend a specific course or class. A formal request for
training is not essential. This step could be omitted and
the employee could be registered directly in the course
of his or her choice.
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Transfer

Process of moving an employee from one organization
to another organization, such as moving an applicant
from the applicant organization to the active employee
organization.

Alternative definition: to move data or files from one
computer to another

Trend analysis
Reporting or statistics that indicate the rate of change in
costs and other elements of a benefits plan.

Trigger

A set of conditions that must occur for an email or
letter communication event to start. This can involve
the creation, deletion, or modification of forms or
checklists within the system.

Tuition reimbursement
Remuneration made to employees for tuition expenses.

Type of training request

The type of training request indicated whether the
employee was required to attend the training or whether
he or she asked to attend the training.

Unauthorized absence

Absences that are generally not considered paid time
away from regularly scheduled work.

Underlined text
In browser applications, text that provides a link to
another screen or page.

Unemployment insurance tax

A tax required by some US states to be funded by
employee-paid contributions to pay all or part of the
cost of unemployment insurance coverage. On the
Payroll Solution, state unemployment insurance tax
records are established as Type 2 taxes.

Unpaid absence

Employee absence that will not be paid by the
organization. A time entry will not be created for this
absence.

Upward appraisal
Appraisal that calls for evaluations by those who work
under the direction of the employee being evaluated.

URL

Acronym for uniform resource locator. A standard way
of specifying the location of an object, typically a web
page, on the Internet. URLSs are the form of address
used on the World-Wide Web. They are used in HTML
documents to specify the target of a hyperlink which is
often another HTML document (possibly stored on
another computer).

User class

Cognos Impromptu assigns security according to
configured user profiles. These security profiles are
configured by your Impromptu administrator.

User code

A set of characters (up to eighteen alphanumeric
characters) that, along with the password, identify the
user to the system as a valid user user when they log
on.

The user code is case-sensitive (upper case, lower case)
and must be entered using the correct case.

User defined password

A set of alphanumeric characters created by users that
allows them to view and update information in a
software application.

User ID

A set of characters that identify you to the software
application. The application contains a list of
authorized users by user ID. When you attempt to log
on, the system checks the list of authorized users to
determine whether you have authority to use the
application.

User profile

Used for security purposes to determine what you can
and cannot do while you are using the system, and
which parts of the system you can access. A user
profile is created and maintained for you by a Security
Officer. Each user of the system will have a user
profile.

Vacancy
An open position that needs to be filled, or an unfilled
complement position

Vacation days
The time off that an employee is entitled to as a result
of an employment contract or due to length of service.
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Validation

The process where the Time Entry Validation program
identifies and assigns an activity to a clock transaction
(ring) when performing the validation function.

Variant forms
Method of displaying country-specific variation of
Cyborg-delivered forms.

Waive
The act of choosing not to enroll in an optional benefits
plan.

Warning time

Used to set a period of time after which an employee
will appear on the exception report for a particular
activity. A Warning condition will allow the creation of
a time entry. A Reject condition will not. This is part of
the Time and Attendance Administration.

Welfare benefit plan group
First level of the logical organization of welfare benefit
plans in eCyborg Interactive Workforce.

Welfare benefit plan subgroup
Second level of the logical organization of welfare
benefit plans in eCyborg Interactive Workforce.

Welfare plan

Any insurance or other benefit plan that provides
immediate benefits to a participant—for example,
medical insurance.

What-if mode

Method for processing a report that allows viewing of
information without updating of employee records.

Window

A standard Windows object that displays information.
A window is a separately controllable area of the form
that typically has a rectangular border.

Wizard

A form if user assistance that automates a task through
a dialog with the user.

Work area

The Solution Series screen. It includes the menus,
toolbars, Navigator, forms area, message area, and
status bar.

Work instructions
Specific tasks to be completed during the migration of
data and files from test to production.

Work restrictions
Restrictions that prevent an employee from
participating in specific workplace functions.

Worker's compensation
Legislation in the US that provides compensation to
employees who suffer work-related injuries.

Workforce competency
The capacity of the overall workforce to perform
required functions and sets of activities.

XHTML

Extensible HyperText Markup Language, used by the
help pages for eCyborg.
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